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* Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
i Modular components—desk, storage cabinet, waste- 
Be basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
= various combinations as a complete and harmonious 
. furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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who features 


Maximum efficiency and economy in the use of floor space is assured 
when you select Steelcase office furniture because of its exclusive space- 
saving design. Steelcase furniture is engineered with standardized, inter- 
changeable parts to permit utmost convenience and flexibility to job 
requirements. Smart, modern colors and beautiful, new metallic finishes 
with matching upholstery and tops, make Steelcase the most attractive 
metal furniture you can buy. A trained specialist in office layout, your 
local Steelcase dealer, will gladly help you select the equipment best 
suited to your own requirements. 


in the classified section of 
your telephone directory. 2 
TE 
For new ideas in office planning, write for ‘Tooling Up Your Office’”’ STeEe toe on Ee 


ETAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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A TRULY FINE OFFICE 
DOES SOMETHING FOR A MAN! 


, 

When you stop to consider that the majority of your 
waking hours are spent in business activities, it’s just plain 
common sense to have your surroundings as pleasantly con- 
ducive to work as possible. An office that’s smart, brisk and 
trim in appearance, and efficiently laid out inspires con- 
fidence in visitors, and gives you great personal satisfaction. 


Have you ever considered this? 


The foregoing is not news to Macey-Fowler, for we ha 
been engaged in creating fine executive offices for mani 
years .. . and, for the finest and largest firms in the country 
Right now, at our new showrooms, you can see typical office 
set up in “model room” displays. Whether your tastes a 
towards the modern or traditional, you can see and “'be in’ 


the office that can be yours. 


If you can’t visit in person, we'll be glad to send you our handsome illus- 
trated catalog and brochure of model offices. Address your request to— 


dce 


- lowler 


INCORPORATED 


305 EAST 63rd STREET - 


TEmpleten 8-5900 e NEW YORK 21 


Fine Executive Furniture in Both Wood and Steel 
4 OFFICE MANAGEMENT AND EQUIPMENT January, 1952 
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Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 


Straws in the Wind 


THAT invaluable asset of the office— 
the girl with the notebook and the 
pencil—is more and more in the news 
these days, and rightly so, for her 
attitude toward work, toward the pay 
she gets for her work, and her rela- 
tive scarcity or plenty, numerically 
and qualitatively, is of vast impor- 
tance in the getting of office work 
done. 

Straws in the wind: 

Many housewives, and many sten- 
ographers employed regularly, are 
seeking part-time jobs in New York, 
according to the New York State 
office in Manhattan. The office says 
anyone seeking competent workers for 
a few hours a day can get them if they 
pay $1.25 to $1.50 an hour to typists 
and $1.50 to $2.00 an hour to sten- 
ographers. 

When Pietro Mele, a young Italian 
explorer, was organizing an expedi- 
tion to go to the South America 
jungle tHis spring, he let it be known 
that he wanted to include an Amer- 
ican girl in his group. He was 
swamped with young secretaries clam- 
oring for a chance to apply their sec- 
retarial skills on a jaunt up the Am- 
azon. 
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STOCK OPTION PLANS 
ARE ADVOCATED 


Now that the Salary Stabilization 
Board has given its approval to cer- 
tain types of restricted stock option 
plans, these incentives should be ex- 
tended to as many company employees 
as possible, according to the American 
Institute of Management, New York, 
rather than confined to a small group 
of top executives. The recommenda- 
tion to broaden the base of stock op- 
tion plans is expressed in a report ot 
the Institute based on an analysis of 
the 150 plans put into effect since the 
Internal Revenue Code was amended, 
a year ago, to treat profits accruing 
from such plans as a long-term capi- 
tal gain rather than income. 


A statistical analysis of the 150 plans 
is featured in the report, not only nam- 
ing the companies sponsoring the plans 
but also giving the number of em- 
ployees eligible under each plan; the 
total number of employees; the num- 
ber of shares available under the plan, 
and the amount of common stock now 
outstanding—all figures as of October 
1951. 

The number of individuals who 
are eligible to participate in these 
plans, the report points out, range 
from one—in the cases of All Ameri- 
can Airways, Inc., Elgin Nationa! 
Watch Co., and the Robert Gair Co., 
Inc.—to complete coverage of all em- 
ployees of the company. Examples of 
the latter include American Telephone 
& Telegraph Co.; Continental Can Co.; 
Davidson Bros., Inc.; Dayton Power 
& Light Co.; Deep Rock Oil Corp.: 
Diamond Alkali Co.; Eastern Air 
Lines, Inc.; Food Machinery & Chemi- 
cal Corp.; General Mills, Inc.; Gen- 
eral Telephone Corp.; Inland Steel 
Co.; Jeanette Glass Co.; Merck & Co., 
Inc.; Nesco Inc.; Thokol Corp. and 
Union Carbide & Carbon Corp. Sears, 
Roebuck & Co., the table shows, has 
extended this privilege to 40,000 of its 
employees, while some 250,000 Bell 
System employees have purchased 
over 2 million shares of American 
Telephone & Telegraph Co. stock. 

Of the 150 companies analyzed, 27 
confine the restricted stock option 
privilege to key employees, i.e. a high- 
echelon group designated by the board 
of directors or executive committee. 

“Our study reveals that most stock 
option plans currently in effect limit 
the number of eligible employees to 
the companies’ highest paid execu- 
tives,” the report declares. “Some com- 
panies use two types of plan—one for 
key executives and the other for rank- 
and-file employees. In our view, the 
Internal Revenue Code should be 
amended to make it mandatory on 
corporations to broaden the area and 
basis of participation. Broadened em- 
ployee participation would be more in 
the public interest and would demon- 
strate the effectiveness of democracy 
in action.” 

Of the 150 companies whose plans 
are analyzed in the report, 46 received 
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The Time's Always Right...with IBM Wi Ptnrnitel im 


With an IBM Electronic Time System* 
your clocks are always on time, your time 
records are complete and accurate, your 
time signals sound as scheduled. 


All this without special wiring 


Connected only to regular AC lighting 
circuits, the IBM Electronic Time System 
provides unequalled performance at a low 
installation cost. It is today’s most modern 
time system for all types of businesses and 
institutions. 

IBM Time Systems and individually oper- 
ated time units fill every time indicating, 
recording, and signaling requirement . . . 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
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save time and money for hundreds of 
thousands of organizations. Why not see 
how they can save for you? 


*IBM Electric Time System with Electronic 
Self-regulation 


IBM, Dept. MG, 
590 Madison Ave., New York 22, N. Y. 


0 Please send descriptive literature on 
the Electronic Time System. 


O Id like to see a demonstration. 


Name 


Company 
Address 


City State 
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the Institute’s Certificate of Manage- 
ment Excellence for 1950, the AIM re- 
port points out. “Nearly all of these 
46,” it says, “have extended stock op- 
tions to supervisory personnel, and in 
some instances to all employees.” 

The report also calls attention to 
specific shortcomings of the Act, one 
of which is the lack of any provision 
to prevent executives from using the 
stock option privilege in order to cover 
a short sales transaction. Another fail- 
ing disclosed in the study is the allow- 
ing of indefinite periods between 
granting of an option and the actual 
purchase of the stock. Mention is also 
made of the difficulties encountered 
by closely-held and unlisted corpora- 
tions in granting stock options. 

“These non-listed companies,” the 
report advises, “are finding it extreme- 
ly difficult to compute the fair market 
value of their stocks at a specific time 
when the option is exercised, as pro- 
vided in the new law.” 

The proportion of total option 
shares to the common stock outstand- 
ing of each company analyzed ranges 


: Attend the 

3 m U Cie from 1.5 to nearly ten per cent, and 

: ee most of the plans involve authorized 
OMAC < but unissued shares. 

2 ee Substantial opposition to new stock 


option plans was expressed at many 


* 


de MANAGEMENT, 
s MANPOWER, 


a 


pee, 


Es 


recent shareholders’ meetings, the re- 


. “ 
Seminar and Business Show | : ee port indicates, but without effect. “The 


plans were adopted,” the authors state, 
“chiefly because affirmative votes in- 
cluded large institutional proxies. 


a Monday, February 25 _ | These generally vote in blocs for man- 

’ . es agement proposals, notwithstanding 
Thr _ | the merits of the case.” 

ough ee The Institute is a non-profit founda- 


oy tion devoted to the study and improve- 
Thursday, February 28 “S fs ment of corporate management and 
ae organization. Copies of the report are 
° eee available at its executive offices, which 
at the Conrad Hilton Hotel, Chicago ‘ are located at 50 Washington Mews, 
(formerly the Stevens) — ee tee = 
ee DIVIDEND REPORTING TO 
CREATE CLERICAL PROBLEM 
By ROSS E. COCKRELL 


Manager, Research Dept., 
Ross-Martin Co., Tulsa, Okla. 


Because of a recent Bureau of In- 
ternal Revenue decision, all dividend 
payments made by nearly all corpora- 


Sponsored by Office Management 
Association of Chicago and 
Northwestern University 


Whether your business is large or small, simple or 


aie " tions during 1951 must be reported on 
Y complicated, come and hear national business au- Treasury Form 1099 by February 28, 
e thorities discuss practical, new ideas you can put 1952 to the Commissioner of Internal 
a into profit-making operation. i acc = Py rua 


Treasurer’s Decisions No. 5856 and 
No. 5859 change Treasury Department 
Regulation 111 (26 CFR Part 29), 
Paragraph 4, Section 29.148.1 and re- 
quire that all dividend payments made 
by non-exempt corporations in 1951 
be reported. The ruling also changes 
the date on which these information 
returns must be filed. They must now 
be filed on or before February 28, 1952. 
Naturally those corporations paying 
no dividends in 1951 will be unaf- 
fected—as will building and loan asso- 
ciations, cooperative banks, homestead 
associations, credit unions, savings and 
loan associations or other corporations 
specifically exempt. (To page 14) 
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one blip: b3i/ paper forms / 


To bring this bit of steel wire from the iron mines to your desk required 6577* 
paper forms; 37 per cent of industry’s time is spent in paperwork, analysts say. Probably 
much the same is true in your business. Still, there is a tendency to hunt in the 

factory for economies and speed-ups, letting paperwork “just grow” —overlooking a 
tremendous opportunity to make payroll and plant investment far more productive. 


SLICUMUINES PAPE WOT... 


Paperwork can be a clogging, costly thing—or with DITTO One-Writing 
- Systems it can be a production tool which cuts out expensive delay 

and error, releases employees for creative work, coordinates and speeds 

action throughout your entire operation. 


Saetrican industry dipends on 
SO me-miting systens! 


SS \ 


_— 
3S 
<< = 


In these days of defense pressure and if Ca A 


heavy paperwork, large companies and . =a, 
small declare that their DITTO systems, 

machines and supplies are more than 

ever essential for their peak efficiency. 

Today’s greatest economies and betterments 

are to be found in paperwork. 


Ask for specific data showing how the 
DITTO Payroll, Production, Order-Billing, 
Purchasing and other systems definitely 
streamline your paperwork and bring 
benefits all down the line. No 

obligation, just write. 


The new DITTO D-45 
one of the DITTO 
Systems Machines 


ITTO, Incorporated, 2206 W. Harrison Street, Chicago 12, Illinois 


erving You From 255 Cities in the United States and Canada 


— Fs ‘ A tise Qs . aie i. ae / ee 
ge- ” . : < eo a att 2 a ose8t 4 ee — = E cm 3 = a 
re- « \ WY \ . . - S ~ | ee aS. ~<<<* —_ — Cate: et a i = = 
ie \ SS ? a aa eee aes x ee : cat ee ongereed ia . ae are i 
y . ae war. 92. SS Se SS — ail ™ ss 

! = _yw<« 

to => an — — av = : is J 5 ae : 5 
ion \ — OO et ' cs % 

2 S Ve — — Z > eo oo Ca - 
ail- ( oo SS —— “ = a ZB | 
en \ > SS SS a BS. ATA 
ual \ N = ons = re — 5 

S — A SS A E 
a / = = as Ss < 4 LZ 

t SF NS SG 
Ww 
ro- N Lo Sv 

4 \ SS SN 
“ fe WN SSS . 
m™ \ ~~ *< 
red \ Q 3 
DCC SN SS | 
re- => SS N . 
‘he SS SS N 
ite, : SS <_ . é 
708 | ees? <—~ | 
a ue 
it 4 SS WN 
da- ? . S 
ve- ae 2 an iN 
ind _— 5 
me "% 
ich : ~~ SN 
Ws, ui SO N : ; 
» \ \ 
: ao’ SN 
i ww g 
—— \\ . | 
= N a 
ra- , Fs N | a 
28, fs \ yD | 
tie bi 
and oo , Pr an WANN Zs | 
ent igus NN | Z | 
oe a > Ee | , — 
re- — WW 2 \ } 

1 Wy -. aca wt .. G (0 : a 
ae = \s 5 / he FE \ SS \ | i a. a = — , 2 Ss i aa 
. ~ «eZ yom - aa S ¥ 
52. ius o ae Fs a. Ss 
ws wie - Vis; 1 a ; = t | —— | ; 
soe “4 pe ; Mp é oh Ee N — - | | 7 | call F i _s 
ons ier Weg yy! 1 iy) oe | bid | tH | 
14) fay \ a. ail a 
52 i *Estimated - 

| T.M. Reg. U. S. Pat. Of. | 


OFFICE MANAGEMENT AND EQUIPMENT January, 1952 


a “= . = Pace’ ee bn, ee wee | e Poe a P - F a 7 ia a). es a ee 
“ a. 1 ae eS i ee the is, i, a 4 
Jt 
TNT 
ssh a { ; % 4 . i i. ae Pn ae gi 
le a ae =. PEN 1S eae ee a” a Be Be So) = ee BAS a ina ae oe = aaa a 
“2. ne ng | 7 a oe ie gt) Wee. ieee | lg aie. Cee. a 
t E caer a & $ ; 5, ag <4 4 g x et Fae e Bs Pe a j ae oe > 
. ae 2 ie — ¥ Pax * 7. % 4 é fe - re a ae = - a 0 Se : 
a Senn i se ae q <2 ae er ae |. feu Ao See 
; “ on yr a ~~. ri . ai 2 pene ie re “ie oie ; a I es 2 hi 
ty ‘i cs mn ..at. Ee ue iis < 
: at as at ae oh a i Pigg Saw si aaa x ey : 
- as “2” ‘aa fll Vis so Ps 3 hae a ee te — A ss3 ‘1 4 aes ae ES eat > 
= cir j Bey ‘ 3 2 : a - ae “i 2 bs a ie — : ‘ ; 7 ae - 
honed OO ey Cae oS age — pes RET Sy) (a = a 4 ps ag = ee Fa . Site: ae i a8 
oe &- ee ee —) ee eS a a 
a ee el a ee 
vg Sa eee ax ie a = ed aa ee 
Sian af , 0 Bae rh Be ee ol = pated lle A ie 2 eee i ae A , 
Sale ie = § ae een ew ; i ; ee eS Et a ~ lala i Re ed 
7 ar ee See - eee | 
33 “—_ >.  ——- =. a & a hen. oe 
: Rt ee tor 5 ha ene a Wee : o : Zi ~~ a GY 
gt! og BP Ge et we of? ba 2 Seen a cP ott : a i, E : 
< . inhegeg ee Nees eae hia. i ae ee i mi * Be i. ee. Pa 
ist eo, ie ee ; waa e°" : 
7 eh ae a cieom ; : Pk ne oy 4  . cs . . a aod F § a gia / 
= qi ae ae en oe a ae : at ee ia ce oi es 4 a — 
‘ =r a ee = ot 1 ne 
2 age Pe aes a, Poa mats hea a: es : 3 oe _ 
a oem : . cui te ee ar 4 _— : , a q 
4 eo A hae = CMAN ct | 
. bi ec 3 : is ee: ce ~ ; 3 ge Ley 3 eff! 
em as Be is Os er ea oS 2 - bes eS - ft . ay 
z 4 : mM > ee ek came ; . 3 Ps . s : ;2 gs. Se 4 se SF - d 3 ms 
ps a . = ea : R&B ee - ae ya a 
ae ‘4 * ™ ; me ca ee 8 > i as ‘ a |) es 
| > : ; Pees el a ae 
cee re & on, i a ‘g 4A ao, on x ey 
“a ———- " pees yt ae 
get na _ hs se _ a3 a # a. re i WA : ae tt e 4 a a 
A we <— o# a ; » ge 4 ¥ 20 428 ae. 
— aie "7 t~ ae. - a oar ¥% J ALA. ’ * | Ya 1 ae ie 
5 ; yi Hee es Eg ne 7" Sat -. a sa OSs iw an 
| —L—£“ CC a 
, 5 GE ip =» ss eS ae 3 4 i eAt SA AL 4 
eau ‘ ae ee ; Mi. ~ & 4 Bs - 4A e' & 4 - Fai . 
| ae Sareea 4 a ot oN 
- ~ say 2 ae ae a ke ee MOLE LET 
iio! oa - apllaan ae & _ a ae ie he air. “4 4 a4 oS 5 Ee sR 5, ae : 
: 7 : Ny 4 = 4 is — Es me | ; en Piel . 2 - - mr ar Er ? | ie * - Fs 4 5 f) 5 “ak “ , es A * % s 4 
cee ZS t i, . ‘' >? AN the AM La ae 
tie ted a are 1 a eee hy —_— mk Qh At 4. ‘.* 4 
oar a a A ole eel a ae a ae - %, = ge St ey ot J sea 
ee fT - ee ed a a , > ay aa YM a ee ot | ‘ a” 
ie ee tore eS —-—. =< * aes gy”, 5 Of At. > hide 
ae a ee 2 Re Bree ee oe | 
! se ; > aes “y ; ae oe ) ‘ ce” § te a a, : 
és aki ‘ " a 4. w oe a A 2 ; » * 3 4 % es ae s a 
_ iA i ly, —_— @ =f o 1s Meee 1 os ee eo- “at ie 
eer 4 a a. % ~, aes “a aan all na. “i, ee | = * i . “gis ‘F c t = 
4 : 4 ¥ ies ; Ase og re ~oe . ‘: a —* : oo oN eet P , et a): 40 Me bf > 
a s pl v2 Le Ac Ae i 
weal 3 el Pr Ve eee ee gi cures ae } e: Be oe ee es) ; 
. as Teen > Se =< ; ———s > aq! yl “ae fo (s 
ce li € - q eee a ere * a ics J Ree . ~ 7 fs y i i * 
D8 ag i, Nis i. aa oe ; ‘ae aa yy - hak 
Bs. 4 em ahs 2S a es a a eet | ae > 1 wel 
i . Cae oS. ee Ryjs* 4 bi a © , Sates 
an? ss a aR cr, ; a ¥ ten 7) oe Ce 
= Fy i aa See a cer a” ae r : 2 
a 1 | . % a... i e di . Dy 1g 3 4 . yy a , + A eS > i 4 “wal 
PB i Bee ~ ad jar SS ay ae 
: eS ag ee a a ie ea a 
Pe aA ; we ‘ os o Se? te ae ae 
| a as : gy kere Seactncmena } ee: | ok See 
Be" k ig oe # é ——— Pa a ae 
ida i a as é i te ae : : Ee ; _ e. 
. & 4 sy = \ i - y j . a es 2 age in ’ 
in a ee i a | ae ec 4 AY . 
" te iu ie oo Boe i ci ae. ieee. es = a , 
ey yj —— a ee . it 
i = LS "ie ee sg ee — eo 
a ae ’ Si i rales a ig : ' 
-_ a ae: Se s a ae 
a" J ecu os - a Pee & 
ile 10 eee 
=) Ae, 
ee 
7p 2 
a 


| Machines save us °32,000 ayear!' 


-THE MERCHANTS NATIONAL BANK of INDIANAPOLIS 


"We estimate that our six National 
Accounting-Proof Machines save us 
$32,000 a year, repaying their entire 
cost inthe first twelve months. 


"In addition to reducing our expense, 
these modern machines enable us to get 
peak efficiency and give the best serv- 


ice to our customers and correspondents 
at all times. 


"Such improved service and lower oper- 
ating costs are difficult to achieve 
these days. We thank you and your 
organization for the splendid results." 


im 


That is what Mr. Frenzel has to say about 
the new Nationals used in his Merchants 
National Bank of Indianapolis. He is also 
Chairman of the Board of The Indiana 
Trust Company, Indianapolis, which also 
uses National equipment. These two “Cross- 
roads of America” banks, with their neigh- 
borhood branches, represent complete and 
modern American banking institutions. 

Shown above are National’s NEW Cen- 
tral Control and Proof Machines, with an 
exclusive combination of time-and-effort- 


THE NATIONAL CASH REGISTER 


saving features that cut bank proof-account- 
ing costs. 

There are National Machines to cut costs 
in every size and type of business. On some 
jobs, they do two-thirds of the work auto- 
matically. They often return their entire 
cost the first year. 

Let the local National representative— 
a trained systems analyst—show what you 
can save with a National Accounting Ma- 
chine, Cash Register, or Adding Machine 
adapted to your needs. 
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National Machines pay for them- 
selves out of the money they save. 
Call your local National Repre- | 
sentative for your free copy of 
“How to Save Money on Your 
Accounting” —or write us at 
Dayton 9, Ohio. 


ACCOUNTING MACHINGS 
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OFFICE MANAGEMENT aud - Equipment 
ig the Only magazine edited exclusively for 


office executives who are responsible for the 
purchases of affice equipment, stationery and 


supplies for their firms. 


Through this magazine, going regularly to a 100%. 
interested audience of 5370 Presidents, General 
Managers, Treasurers, Comptrollers, Purchasing 
Agents; 4630-Office Managers, Accountants, Audi- 

tors, Method’s Supervisors, Chief Clerks, etc., you 
can use 12 monthly page advertisements at less than 
ee cee” DO" in eame.al: the Giparal 
weekly publications. 


The editorial ability of 
OFFICE MANAGEMENT and EQUIPMENT to provide the 
kind of information wanted by office executives everywhere is 
generally recogmized |... More ana more advertisers are now finding—to their satisfac- 


den and profit—that this magazine is a direct line of communica- 
tion to the office executives of Big Business . . . that whether they 
sell direct or through dea/ers, they can sell these large volume users 
most easily through the one magazine that is edited to resolve their 
problems and circulated exclusively to them. 


... There is no other magazine that takes its place. If you haven’t 
yet discovered the force and economy of this publication, you ought 


to do so now. A request will bring you sample copy and advertis- 
ing data. 


OFFICE MANAGEMENT 
aud Equi, 


A Geyer Publication 
212 FIFTH AVENUE + NEW YORK 10, WY! 
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Your secretary is two people 
(when you soundwrite with AUDOGRAPH ) 


It’s important these days to squeeze 
more working time out of the working 
day. And Gray AUDOGRAPH accom- 
plishes just that . . . it increases office 
output up to 30°%. 

AUDOGRAPH lets your secretary do 
two jobs. She is free to act as your 
executive assistant. Yet because her 
time is better organized, she can slash 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “‘Dictating Machines.” 
Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation (Western Electric Company export affiliate) in 
TRADE MARK “AUDOGRAPH™ REG. U. 3. PAT. OFF. 


55 countries. 


January, 1952 


through mountains of paper work. 

And you'll find you'll double your 
own capacity to get things done, too! 
You soundwrite conferences, memos, 
letters, any time. (At home, if you wish, 
because this compact AUDOGRAPH is 
really portable.) 

AUDOGRAPH’s exclusive features 
make soundwriting a simple pleasure. 


Features make it finest 


aU GOGRAPH // 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 

Send me Booklet 5-1 
“Manpower—starts with YOU!” 


To be specific: there’s less bother 
because the dise holds a full hour’s 
dictation. Single-lever control means 
no cumbersome adjustments. Monitor 
light lets you see your voice. (Impor- 
tant when you're recording telephone 
conversations.) But find out more! 
Send the coupon today. 


TITLE 


FIRM 


- 


city 
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| 4 Is your paper work done 
horse-ana-wagon style? 


Colitho Plotes are 
adaptable to purchas- 
ing, manufacturing, 
distribution, selling, 
billing and o 

forms. 
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IS 


If there’s one place where a business 
is likely to show the ‘‘it-was-good- 
enough-for-grandpa” philosophy, it’s 
in paper work. Methods that call for 
writing. copying and re-copying are a 
hobble that holds back production 
while operating costs rocket skyward. 
And it’s here that the Colitho ‘one- 
write system brings paper work up to 
the level of jet propulsion and atomic 
energy. 

Colitho Offset Master Plates readily 
convert estimating. purchasing. pro- 
duction and billing forms into ‘one- 
write” systems. You fill in a form and 
the one writing gives you immediate 
copies. plus a long life master plate 
ready to print on any offset duplicator. 
You get exact copies—in any quan- 
titvy—without transcripiion errors, 


Colitho Plates are supplied in *snap- 
out” manifold sets or continuous for 
tabulator, teletype. formswriter. or ad- 
dressograph. printed to your require- 
ments. Or you may have them as 
single plates. either printed or blank 
ready for your own fill-in. 

There's too much economy and 
eficiency wrapped up in the Colitho 
“one-write”” idea for you to pass it by 
without a second look. Let us send 
you specimens of how other business- 


asm are using it. Write for the 


, 


COLUMBIA RIBBON & CARBON MFG. CO., Ine. 
170-1 Herb Hill Road, Glen Cove, L. L., New York 


(¢) 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 


Covumaia Rippon & Carson Manuracturtine Co., Ine. 
170-1 Herb Hill Road, Glen Cove, L. I., N. Y. OM-1 


Please send me a copy of the Colithe Manual and samples of 
Colitho Masters. 


Name. 


Title. 


Company 


Address 


City Zone. State 


Make of Duplicator. Model 


Plate Size, Clamp Style. 


OFFICE MANAGEMENT AND 
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Besides corporations - investment 
trusts, large banks and others acting 
as fiscal agents will certainly be faced 
with a clerical problem in reporting 
dividends paid for clients. 

In the past, only those payments 
whose total for the year to any indi- 
vidual exceeded $100 were required to 
be reported on Form 1099. Since this 
number was relatively smal, corpora- 
tions could use the Government issue 
form. This decision by the Treasury 
Department can create a clerical prob- 
lem for which the existing form will 
be highly unsatisfactory, as copies 
must be furnished not only to the Bu- 
reau of Internal Revenue, but to the 
individual receiving payment, and in 
some cases to the state in which the 
individual resides. 

The Form was recently issued in 
loose single sheets of approximately 
3% inches by 7% inches in size. At 
some collector’s offices the same form 
will be available in fanfold style with 
more than one report on the sheet. 
ilowever, in the past, the form in this 
style has been in short supply at many 
3.1.R. issuing points. 

It is felt that the problem of mak- 
ing multiple copies for hundreds, even 
thousands, of stockholders will cause 
firms atfected to easier and 
less expensive method. \ snapout type 
form, bound and perforated on the 
margin and printed four on a sheet 
in three and four part sets, with pre- 
inserted carbons, imprinted with firm 
name and address, would seem to be 
highly desirable. Typewriter spacing 
on the form would facilitate comple- 
tion by typewriter or addressograpl 
equipment. Inasmuch as the payee 
must receive a copy, much clerical 
work can also be saved by designing 
the form to fit a window envelope. Of 
course, any special design must be 
submitted to Washington to obtain ofti- 
cial B.I.R. approval, and the date of 
such approval must be printed on the 
specially designed form. 


seek an 


Naturally, many machine accounting 
applications are appropriate, particu- 
larly if the corporation uses such ap 
plications at present for dividend pay- 
ments. However, the Treasury De- 
partment decision, coming so late in 
the year, will make it difficult for many 
machine applications to be utilized, in- 
asmuch as it may not be possible at 
this late date to secure te necessary 
forms, designed specifically to fit the 
machine method. 

Just how serious this problem is, 
can best be demonstrated by pointing 
out that an estimated 30,000,000 indi- 
viduals hold stock in the United States. 
Stock transfers during the year wiil 
greatly increase the number of Forms 
1099 required to be filled out and dis- 
tributed. 

Information Return Form 1099 is to 
be prepared in accordance with the 
instructions on Return Form 1096, 
which of course, is the transmittal and 
summary form which payers must 
submit along with their individual In- 


(To page 18) 
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THE FACTS YOU WANT 
—AT A GLANCE 


Delinquent accounts visible at a 
glance without wading through a 
lot of records. 


Buyers of this or prospects for 
that brought to your view. 


Slow-moving stock items or those 
that need close watching—flagged 
for your attention. 


These and other records can pve 
signalled for the facts you want at 
a glance, and give you direct record 
control. 
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USE THIS 
COUPON 


CUTS RECORD KEEPING COSTS 


Shif-Dex Visible Records utilize “‘sight” in place of 
manual operation. Instead of fingering numerous sheets to 
locate a record, the eye finds it at a glance. As many as 
40 records are visible at once! Up to 2,000 record sheets in 
a single binder! 


The scope of Shif-Dex visible record keeping is as broad 
as business itself. It is adaptable to practically every 
department in every kind of business. 


e Shif-Dex saves posting time—postings are made in a fraction of time 
required for blind type of records. 


e Shif-Dex is portable—easily carried from place to place. Permits post- 
ing and reference at desk level. 


e Shif-Dex is compact—as many as 2,000 record sheets in a single 
binder. Thousands of records may be placed within arm’s reach. 


e Opens perfectly flat—affords perfectly flat writing surface. 


e Built-in automatic shift opens space at any desired place for insertion 
of sheet; closes space when sheet is removed. 


e Numerous distinctive features of construction make Shif-Dex out- 
standing in the field of visible records. 


WILSON JONES CO., 
3300 Franklin Blvd., Chicago 24, Ill. 


Equipment 


Our Office Supply 
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Please send circular describing Shif-Dex Visible Record 
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At long last, a cellophane tape that’s ‘blueprinted’ 
for business offices. It’s Blue Tab Long-Length 
TEXCEL—ready to assist you in 1,001 jobs. 

Gives better stick because of a new adhesive for- 


mula. And a special ingredient used in production 
gives it ‘engineered release’ from backing. That 
means practically no breakage. 

Specify Blue Tab Long-Length TEXCEL—it’s the 
cellophane tape tailor-made for all-around office 
use...for filing, packaging—for everything. 


TEXCEL cccopuane mare 


Comes in 1296" length rolls and 2592" length rolls 
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for true performance in your office 


SUPER FOR 
SEALING! 2 


Ce ale 


CELLOPHANE TAPE 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 


Makers of Texcel Cellophane Tope and a complete line of pressure-sensitive tapes for industry. 
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with feather touch lead 


EASIER writing! Feather-light writ- 
ing pressure gives you amazingly 
brilliant color — intense color that 
literally “flows’”’ on your paper ! 


EASIER reading! Even on colored 
papers — under fluorescent lights 
—Colorbrite’s scientific high-visi- 
bility colors are easy-to-read! 


STRONGER too! Imagine: the 

amazing elastic lead is actually 

guaranteed not to break in normal 

use! And Colorbrite is wet-proof, 

smear-proof—yes, even fade-proof! 
24 colors. 


—_— 


Always ask for Colorbrite by 


oy BBRRIARD 


TRADE MARKS REG U S. PAT. OFF. 
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formation Returns. It is not required 
with respect to wage payments re- 
ported on Withholding Tax Statement 
Form W-2a. 


ing other kinds and amounts of. in- 
come paid, it is believed that the need 
for reporting dividend payments made 
by corporations will be the deciding 
factor in prompting the design and use 
of special time-saving Forms 1099. 
These other kinds and amounts of 
income paid are as follows: (1) sal- 


| aries, fees, commissions, or other com- 


pensation not included in the amount 
reported on Withholding Tax State- 
ment Form W-2a; (2) $600 or more 
aggregate amount of these items—in- 
terest on notes, mortgages, etc.,—rents 
and royalties—annuities, pensions, ali- 
mony and other fixed or determinable 
income; (3) foreign items ($600 or 
more); and the important feature dis- 
cussed above—(4) dividends (total 
paid, including amounts claimed non- 
taxable.) 

For complete information about 
Treasurer's Decisions and for official 
confirmation of what has been pointed 
out here, it is recommended that inter- 
ested corporations contact the Treas- 
ury Department directly, or contact 
their local Collector of Internal Reve- 
nue. The decisions No. 5856 and 5859 
mentioned previously should be re- 
ferred to in correspondence with the 
3ureau of Internal Revenue. 


PAPER GUIDE 
FOR ACCOUNTANTS 


Ways and means to purchase and 
use ledger papers and index cards 
more efficently for bookkeeping, ac- 
counting and other record 
purposes are described in a new copy- 
righted booklet just issued by the Par- 
sons Paper Co. of Holyoke, Mass. 

In non-technical terms, the booklet 
outlines the significant differences 
among the various grades of high 
quality papers and card stocks. In- 
cluded in the booklet is a table which 
classifies the four major grades of cot- 
ton fiber papers—100%, 75%, 50% and 
25%—in various useful categories. 

Many manufacturers of fine paper, 
the booklet points out, now call their 
product “cotton fiber paper” rather 
than “rag paper” or “rag content pa- 
per.” The reason, it is explained, is 
that old, worn rags—formerly used for 
many papers, and still used for some— 
tend to make the paper itself weaker. 


Just as important as the materials | 


used, according to Parsons, are the 
methods of manufacture and precision 
methods for maintaining standards. 
Fine paper requires slow processing at 
every stage, frequent chemical analyses 
of the batches of materials, precision 
gauges on the paper machines to main- 
tain weight and thickness, and sheet- 
by-sheet inspection after air drying. 

One of the booklet’s most interest- 
ing features is a table telling how 
many “handlings” and how many 
years of service may be expected of 
the various grades of cotton fiber pa- 
per. 


Although provision has | 
been made on Form 1099 for report- | 


| is fully outlined and 


- Y 

How to use 

INTERNAL AUDITING 

to help your company 
—improve policy 
—increase profits 


= 


The true, present-day 
function of internal 
auditing—as opposed 
to routine checking— 


implemented in this 
book. It tells the aims 
to establish and the 
practices to follow to 


| make the Audit Division a definite and 


keeping | 


itive factor in the search for in- 
ee efficiency, elimination of waste, 
and new standards of performance; and 
it tells how to sell top management on 
this new function. It sets up procedures 
to follow in making audits in the fields 
of cash, credit, inventory, purchasing, 
sales, payroll, production reporting, 
production planning, traffic, and mainte- 
nance and construction. 

Just Published! 


INDUSTRIAL 
INTERNAL AUDITING 


By W. A. Walker 
Vice-president Accounting 
United States Steel Company 
and W. R. Davies 
Director, Audit Division 
United States Steel Company 
323 pages, 6 x 9, 102 forms and exhibits, 
In this practical book you will find the 
Audit Function described in the light of 
today’s concept, which gives it new 


| objectives and a new scope. The auth- 


ors show how modern auditing com- 
prises a complete intra-company finan- 
cial and operational review—then go on 
to give methods for fulfilling this wider 


| aim. It tells the auditor how to make 


himself and his function accepted and 
welcomed throughout the company, how 
to write audit reports that will assist 
management, how to find the weak- 
nesses and dangers in certain control 
practices. It tells how to organize the 
internal audit staff, then sets up objec- 
tives and detailed procedure to follow in 
making specific audits in ten different 
areas of a business. 


Gives scores of pointers, suchas— 


@ How a routine check on a complaint statement 
can uncover fraud 

@ How to decide which minor errors should be 
included in a report and which should not 

@ Which credit accounts the auditor should ex- 
amine most close! 

@ Why the auditor should check the specifications 
— the manufacturing order 

@ What standards the auditor can set up to deter- 
mine the accuracy of a time re 4 

@ How to determine how credit department 
“holds" affect production schedules 

@ Where the auditor can detect errors or neglect 
on the part of a shipping agent 


Please Send Check With Your Order! 
Office Management and 
Equipment 
212 Fifth Ave. New York 10, N. Y. 
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DOUBLE BACK PATENTED 
ROLLED EDGE CONSTRUCTION 


Made especially for important corre- 
spondence that has to be bound. 
Constructed with double back for long, 
hard wear, and fasteners for locking 
papers in place, inserted in alternating 
binding flaps that alternate right and 
left. This arrangement keeps the file 
square at all times. 


ete es 


a. ee = Pee ae ee | el 


IT’S NEW 


= SMEAD’ S 
ILE BINDE 


FIRST THE CASEBINDER... 
NOW THE FILEBINDER 


An improved binder for corre- 
spondence in vertical files. Extra 
Strong - Smooth - Perfect Writing 


Surface. 


SIZE 11-%" x 9-15¢", 


" Capacity 


System Tabbed- All Righthand Tabs 2 /5 Cut 


| 


Gu TAY 


? f wy | x 
“/y x a «6 ip af * 


It’s a natural for a Credit File 
Reads Like a Gook 
Grows at Needed 


Allimportant credit information bound 
in one file - stenographic copies can 
be made with ease - by merely 
turning the flap or cover back to form 
an easel - as shown to the right. The 
double back of the Filebinder is suffi- 
ciently strong to stand erect - even 
under weight of heavy correspondence. 


Papers need not be removed from 
Smead’s Filebinder when used in a 
Line-a-Time. Simply fold the cover of 
the Filebinder back and insert the entire 
Filebinder, as shown to the left. 


As the material from each page is typed, 
remove the Filebinder and turn the page 
over as explained above. 


"Swed » MANUFACTURING CO. INC., HASTINGS, MINNESOTA 


NO. 11-15-50 


PRINTED IN U.S. A. 


_— 


Furnished in red, blue, green, golden- 
rod, redrope and manila colors. 
Write fer Free Famfples 


PATENT NO. 1,622,753 
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SMEAD’S TELL-I-VISION SYSTEM 


REG. U. S. PAT. OFFICE 


READS LIKE A B00K 
LEFT T0 RIGHT- 


p> |W Grows AS NEEDED 
; ~ 
=» 


By using Smead’s Tell-I-Vision filing system, you can ™ 


reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal gig with 
system for replacing — make filing easy, fast, and ZY /, , f 7 Mi, "4 
accurate. Pi 7 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Seal MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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EDITORIAL 


Official U. S. Air Force photo 
Oblivious to the leg 


What of the handicapped worker? 


January, 1952 


IF Mrs. Ruth Wortz, bookkeeper for the Fibrous-Glass Insulation Co. of Wilkes- 
Barre, Pa., is oblivious to the artificial leg standing in the corner behind her, 
it is because she is quite accustomed to seeing artificial legs and arms. She and 
three other persons are the only able-bodied people in a concern which has as 
the rest of its staff a group of forty veterans, many of whom who have lost an 
arm or a leg in World War II. 


This company is thoroughly sold on the value of handicapped people in get- 
ting work done—and done well. It got into the news recently when the Air 
Force commended it for the way it handles Air Force contracts. For instance, 
uot a single aerial parachute pack out of a lot of 30,000 which the company 
manufactured for the Air Force was rejected, despite the fact that the lot was 


‘turned out in record time. This achievement would be considered remarkable 


even for an equivalent group of able-bodied workers, but it was the accomplish- 
ment of forty handicapped men. 


William A. Betterly, president of the company, was struggling only about a 
year ago to keep his long-established awning business alive. When things were 
at their worst he pledged himself that if ever he got his business on the up-grade 
again, he would give a break to the disabled veterans who were always asking 
him for work, by hiring only disabled ve terans. When a turn for the better came, 
and the company got busy on Air Force work, the promise was carried out, to 
the point where only Mr. Betterly, his partner Irving Epstein, Mrs. Wortz, and 
Helen Kannon, a secretary, are the only able-bodied people on the premises! 


It is very rare, of course, for any business firm to employ so many handicapped 
people. But handicapped people—veterans and non-veterans—are these days 
being looked upon with growing favor everywhere for the good quality of their 
work in factory and office. They are getting increasing attention from employers, 
not out of sentiment or philantrophy, but because they can more than hold their 
own with the employee who is not handicapped. 
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How the Internal Auditor 


can help to spot waste 


By ROBERT S. HALL 
McKinsey & Co., New York 
Management Consultants 


RECENTLY, an internal auditor in a certain office 
started to investigate what seemed like an excessive 
rental for microfilm equipment. A check revealed that 
the equipment was being used only eight hours a week. 
One way to improve the situation, of course, would 
have been to send out the microfilming work. But this 
internal auditor, through his knowledge of the expan- 
sions planned in the business, was sure that this would 
be a temporary economy, if it proved to be an economy 
at all. Accordingly, he set out to find whether the 
microfilm equipment for which the company was pay- 
ing could be used to cut costs in other operations. 

He didn’t have to go far to find one additional use. 
One of the trouble spots at the moment happened to 
be in the credit department. The company received an 
average of 25,000 checks a month from small business 
men with scanty accounting records. Often checks 
were signed by parties other than those in whose 
names the account was held. Posting of checks in the 
wrong account was frequent, and the error difficult 
to track down after checks were deposited in the bank. 
The credit manager was considering a procedure for 
making up a cash ticket for each remittance to elimi- 
nate the annoyance of the errors and the inevitable 
strain in the company’s relations with its customers. 
Knowing that microfilm equipment existed, the inter- 
nal auditor suggested that a clerk be assigned to 
photograph each day’s batch of checks. This chore 
now takes only half an hour every morning, leaving 
the microfilm equipment free to use when some other 
office problem arises! 

The internal auditor’s job is to verify accounts, 
check compliance with company policies, and perform 
for management the auditing functions which an out- 
side c.p.a. does for the owners of the enterprise. As 
such he is a valuable ally in spotting office waste. He 
is in a central position to uncover over-elaborate office 
practices and help the office manager correct them. 
Detached from the history and personalities behind 
current practices, he can look objectively at how much 
the company is paying for these practices and prompt 
line chiefs to consider whether they are really worth 
it. His point of departure is sometimes an expense 
item that seems disproportionately high. 

In the course of auditing accounts receivable, the 
internal auditor of one company checked the filled 
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order files and was appalled at the number of over- 
lapping documents which finally came to rest there. 
His query as to whether all these papers were really 
necessary led to a searching study of the company’s 
procedure in handling sales orders, shipping, invoic- 
ing, and accounts receivable. When set down in black 
and white, the procedure looked like this: 

1. Customer’s orders were received at branch sales 
offices where they were written upon the company’s 
own sales order form. 

2. The form was then sent to the head sales office 
in New York where certain work was done on it. 

3. The New York office then prepared another 
form and sent it to the plant as a manufacturing 
authorization. 

4. When the goods were ready for shipment, the 
plant prepared the shipping papers separately for the 
customer and other internal uses and sent a copy of 
them to Chicago for preparation of the invoice. 

5. In the invoice department, the shipping papers 
were priced and extended and then recopied to pre- 
pare the invoice set. 

6. A copy of the invoice was sent to New York and 
posted in the accounts receivable ledger. 

A new procedure was designed which eliminated 
three basic rewritings of the same information at the 
home office, the plant, and the invoicing department, 
with a welcome saving in clerical expense, a curtail- 
ment of error, and prompter service for customers. 

Now, each branch has a supply of duplicating mas- 
ters. Customer requirements are typed on this master 
form and sent to the home sales office in New York. 
The master then goes to the plant, which adds infor- 
mation to it and runs off copies for the production 
planning department and for shipping advices to cus- 
tomers and others. When the order is shipped, the 
duplicating master is forwarded to the invoicing de- 
partment in Chicago, where it is extended. Invoices 
are then run off from the master and one of them is 
sent to New York and dropped into a file behind the 
customer’s name to eliminate the posting of ledger 
sheets. When payment is received, the invoices are 
pulled from the accounts receivable file. 

The internal auditor’s findings are helpful in set- 
ting company policy. One $100 million corporation 
had embarked on a comprehensive medical program, 
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Top management is paying increasing attention to the internal auditor’s findings 


including free physical examinations for all employ- 
ees. Everyone in the company was sold on the value 
of the service, but the internal auditor was concerned 
because its cost had doubled in four years. As a mat- 
ter of interest, he set out to find how the expense of 
the medical department compared with the savings 
in workmen’s compensation payments the company 
had enjoyed since the medical department has been 
operating. 

Compensation payments, in fact, had fallen since 
the establishment of first aid and preventive services, 
but in checking on the use of all the facilities pro- 
vided, the internal auditor discovered that very few 
of the employees were availing themselves of the op- 
portunity to get x-ray pictures and blood counts. His 
report gave personnel officials evidence on a question 
which confronts every corporation providing services 
for employees: Just how much and what kind of em- 
ployee benefits will employees accept? Under-use of 
the laboratory tests suggested either a program of 
education in their value or discontinuance of the 
services until such time as they were actively de- 
manded. The latter alternative was chosen as much 
on the basis of policy as economy. 

Discovery and elimination of marginal work was 
the by-product of another internal auditor's querying 
of expenses. In this case, the internal auditor found 
that tabulating machine rentals had increased from 
$20,000 to $60,000 a year after the payroll work was 
set up on the equipment. This seemed an unneces- 
sarily large increase. Check of the actual jobs done 
showed that department heads were getting into the 
habit of ordering elaborate breakdowns and analyses. 
Rather than attempt to pass on the value of jobs or- 
dered, which might have aroused justifiable resistance, 
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the office manager set an hourly value on the tabu- 
lating operation and began charging the time spent 
to departmental budgets. The charge brought home 
the point that the machines cost money to operate. 
Volume has dropped sharply since department heads 
have been forced to weigh the utility of tabulations 
against their expense. » 

The internal auditor's habit of querying expenses 
sometimes uncovers a situation so familiar that it has 
escaped the notice of everyone. The internal auditor 
in one of our client companies became exasperated 
one day because he could never get hold of one of 
the four special messengers maintained to rush impor- 
tant papers between regularly scheduled internal de- 
liveries. After a week of unofficial checking of time, 
he reported to the office manager that it took an aver- 
age of 25 minutes for a boy to respond to the button 
on his desk. The office manager’s investigation proved 
that the delay was not the fault of the boys: they were 
busy cashing personal checks, changing theater tickets, 
picking up luggage, returning library books, and run- 
ning other non-company errands for the twenty-five 
executives with buttons on their desks. He questioned 
company payment for such personal services. 

Thus alerted, the office manager replaced the but- 
tons with “rush baskets” and assigned one of the mes- 
sengers to check each basket every half hour. The 
three others were eliminated, at a saving to the com- 
pany of $5,500 a year. More important work flowed 
more smoothly because “rush” deliveries were really 
rushed. 

Of course, expenses that look high to an internal 
auditor unfamiliar with the operating problem {re- 
quently turn out to be justified. When that happens, 


(To page 76) 
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Office on one of the floors in the new tower. Note Pyrex glass tubing of outer wall 


New 8. C. Johnson & Son offices 


continue unique pattern 


By CHESTER DALE 


Office of executive vice-president General view of new Johnson building 
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In the president’s office 


“AMERICAN INDUSTRY has built chiefly in a field 
of weeds—and this is a flower among them.” 

With typical lack of bashfulness, the famous archi- 
tect Frank Lloyd Wright so described the new re- 
search and development building of S$. C. Johnson & 
Son, Inc., manufacturers of Johnson’s Wax products 
at Racine, Wis., in which are the offices discussed in 
this article. 

Mr. Wright was speaking at the opening of this 
spectacular tower structure in November, 1950, mark- 
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ing a new addition to Johnson’s main administrative 
center, which this architect also designed. 

Like the main administrative center—and_practi- 
cally every other building which Mr. Wright has cre- 
ated during his long and fruitful career—the new 
tower is so excitingly fresh in its treatment that it be- 
came a matter of wide discussion almost from the 
moment that the plans for it were revealed. 

The discussion still continues, and .as this article is 
being written, an important new chapter in this dis- 
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Varied desk designs in Johnson’s general clerical area are suited specifically 
for performance of a particular job 


cussion is in the making, for the Museum of Modern 
Art in New York has raised the new structure into the 
rarefied atmosphere of art itself by scheduling an ex- 
hibition in the Museum from January 16 through 
March 16 of three-dimensional color photographs of 
the new building. 

The Museum honors the Office! 

The new building not only gives the Johnson com- 
pany a place in which to conduct its research and de- 
velopment work but housing for a number of execu- 
tive offices. The building itself is the largest can- 
tilever type of structure in the world, with all floors 
suspended from a central core which is anchored in 
a foundation which goes down 54 feet. 

Floors in the tower are alternately rounded and 
square in shape, within the frame of an outer wall 
made up of Pyrex glass tubing. The laboratory work 
carried on in the tower follows a flow-of-work pattern 
which begins at the top of the building, channeling 
through a series of departments to a pilot plant in 
the basement. 

The offices carry out the general design for office 
areas worked out for the main administrative center 
twelve years ago, right down to the desks and the 
chairs. In the years that have passed since the older 
building was opened, the Johnson company has found 
that the style of office and type of office equipment 
which Mr. Wright set for it then has amply met all 
needs of the changing years and serves its purpose as 
well today as it did then. 

The furniture for the newer building is exactly the 
same as that which was made to order from the archi- 
tect’s designs for the older building. Something which 
strikes the visitor to the Johnson offices very strongly 
is the fact that the furniture in the older offices looks 
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as fresh as that in the new addition—tangible evi- 
dence as to the wearing ability of the furniture, the 
quality of Johnson maintenance, and the pride which 
members of the company’s large office staff take in the 
environment where they spend their work days. 

A big point in the Johnson offices is that there is 
no double standard in their furnishing—no sharp dis- 
tinction between the furniture which goes into execu- 
tive offices and the furniture provided for office work- 
ers of lesser rank. The same themes of construction 
and general appearance run through all the furniture. 
For instance, the functional tube steel chair used by 
the president of the company is identical with that 
used by bookkeepers, stenographers, receptionists, and 
everyone else through the offices. In some cases desks 
used by officers of the company differ in no respect 
at all from those used by employees elsewhere in the 
offices. 

The retention through the years of the type of fur- 
niture originally created for them serves to give a 
noteworthy sense of unity to the Johnson offices as a 
whole. American offices which date back any number 
of years tend to run into serious problems of morale 
when they make additions to their original office 
areas. Part of the offices are inevitably labeled as old 
the moment the newer additions are opened, and 
those who have to work in these “old” sections in very 
many cases develop a feeling of resentment which 
shows up in the quality of the work which they do. 

In the Johnson offices, where design and equipment 
have remained unchanged over a long period, and 
where so special an effort has obviously been made 
with respect to maintenance, this kind of problem 
does not arise, giving management one less problem 
to worry over. 
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Analyzing the Boss 


By CYLVIA A. SORKIN, Ph.D. 


WHAT DO YOU KNOW that is good about your- 
self? 

Wits say: “Experience is the name that men give 
to their mistakes.” That is, if they admit to any. 
Many people would rather perish than admit an error. 
Are you one of these? 

Wits also say: “Men are the only creatures in the 
world who think they are smarter than women.” Are 
you one of these? 

Confucius says: “A picture is worth a thousand 
words,” so let us take just a moment to re-examine 
ourselves, to take a mental picture of what we are, 
how we think—and most important, what others 
think of us. 

Telescoping executive talents or faults is not exactly 
a simple task and yet fundamentally, after cautious 
scrutiny, executives, like their employees, are people. 
Being mortal makes them at least vulnerable for mir- 
ror-image examination. 

Ask yourself—and promise yourself an honest an- 
swer! 

(1) Am I easy to get along with? 

(2) Am I patient with those who think.slower than 
I? 

(3) Am I vocally appreciative for small favors at 
all times? 

(4) Am I approachable, or is the door open only 
physically? 

(5) Am I not only tolerant but respectful of an- 
other’s point of view even if it is different from my 
own? 

(6) Am I congenial and friendly? Do I remember 
to say “Good Morning”? 

(7) Am I careful to learn correctly the names of 
the employees who work directly with me, and do I 
use these names? 
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Dr. Sorkin 


CYLVIA SORKIN, well-known management 
consultant, economist, and lecturer, received 
her Doctorate from Washington University in 
St. Louis, where she became assistant profes- 
sor of Commerce and Finance, and chairman 
of the Graduate School Division on Counseling 
and Personnel. She has national recognition 


in the management field. 


(8) Do I recognize an employee outside office 
hours? 

(9) Do I give credit where it is due? 

(10) Do I reward deserving folks without their 
requesting it? 

(11) Do I verbally compliment a person for a job 
well done? 

(12) Am I sarcastic about anything? 

(13) Am I natural with associates? 

(14) Am I self-confident? Can I accept criticism 
and disappointment gracefully and sincerely without 
bearing a grudge? 

(15) Am I neat in appearance? Do I watch other 


(To page 78) 
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Writing the order invoice and identification tags on the 
rdatype machine 


FIRST to utilize one of the latest developments in 
electric writing machines, the forty-five warehouses 
of the General Motors Parts Division are now writing 
dealers’ parts orders from punched cards in a routine 
which reduces the operations from seventeen different 
steps to a basic two, and greatly reduces the possibility 
of human error in handling a yearly volume of ap- 
proximately 5,000,000 orders and 35,000,000 items. 
Development of the new writing machine was begun 
in 1938 by the National Control Office of Chevrolet 


General Motors 
First 


Pioneers in use of new electric 


writing machine application 


Motor Division, Flint, Mich., under the direction of 
L. W. Johnson, manager of parts distribution, with 
the idea of producing tabulating cards or a perforated 
teletype tape at the same time that the dealers’ order 
was written. Collaboration with the International 
Business Machines Corporation was delayed by the 
war effort, so that the first laboratory model was not 
completed until 1944. The present model, called the 
Cardatype, was completed in 1949, and today more 
than 200 units are in operation. 


Cardatype installation, showing primary and secondary typewriters, card files, and auxiliary keyboard. Base of 
primary writer opened to show programming and tape punching units 
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Cardatypes in action at the Detroit warehouse of the General Motors Corp. Parts Division 


In its essentials, the new method consists of (1) a 
primary electric typewriter which automatically writes 
order-invoices from files of pre-punched tabulating 
price cards; (2) an auxiliary storage keyboard for 
inserting and storing variable numerical information, 
usable by the operator at any time; (3) a punch unit 
mounted in the primary base which produces a per- 
forated transmittal tape simultaneous with the typing 
of the order-invoices; (4) a secondary typewriter con- 
nected by cable to the primary typewriter, used for 
typing the stock-picker’s tag strips; (5) a paper pro- 
gram tape, mounted in the primary base, which con- 
trols and directs the typing and punching of informa- 
tion from either the card or the auxiliary keyboard 
on either or both typewriters and the punch, simul- 
taneously or interchangeably. 


OLpb SysTEM UNWIELDY 


Under the system in use previously, the routine con- 
sisted of seventeen different steps which are listed 
later. ‘Phe Cardatype system reduces the number of 
operations to two: (1) checking the hand-written or- 
ders against a reference file and noting prepaid or 
collect; (2) manually selecting and inserting in the 
Cardatype a heading card and a price card for each 
item. 

In operation, each Cardatype machine operator has 
a price card file consisting of one card for each of the 
parts stocked in the warehouse. Each card carries in- 
formation as to part number, bin location, and ware- 
housing and car division codes, together with applica- 
ble prices—dealer, wholesale trade and list, kept up 
to date by the National Control Office at Flint. Also 
at each machine is a complete file of heading cards 
containing the names and addresses of all dealers, 
together with information concerning the division ac- 
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count classification, sales zone number, dealer’s code 
number and class of purchaser, as well as shipping in- 
formation, including routing and breaking weights 
between parcel post, express, and freight. 

Both price cards and heading cards are filed on end. 
The top end of each price card carries the part num- 
ber, its digits divided into two groups for easy selec- 
tion, thus: 4756 765. When pulled, each card is re- 
placed by a plastic marker which makes for easy re- 
turn of the card to its proper position. The heading 
cards are topped by the dealer's code number and are 
filed in numerical sequence for the same easy selec- 


(To page 82) 


Tape-to-card punch 
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When they visit your 


office 


By J. GEORGE FREDERICK 


THERE is a wide, general movement in business 
toward more graciousness and hospitality to office 
visitors—on whatever errand, and whether they are 
customers, salesmen, or just visitors. 

The start, of course, was made years ago by John 
Patterson of National Cash Register fame and by the 
Shredded Wheat people but this was a “factory demon- 
stration” policy, to make friends with potential cus- 
tomers, at a time when the public had rarely seen the 
inside of a modern plant. 

Since the last war, several new angles to this policy 
have developed. One (befitting the return of a buy- 
er’s market) has been the more friendly treatment of 
salesmen who come to sell. Thirty-five or more years 
ago it was really scandalous how many firms treated 
visiting salespeople like beggars and intruders, erect- 
ing barriers and discouragements; if not meting out 
actual downright harsh treatment. No wonder the 
prevailing sales instruction around the turn of the 
century stressed sly, tricky stunts “to get entrée’, and 
praised “strong-arm”, “high-pressure” salesmanship 
tactics! ; 

Somewhere in the Twenties this unsound procedure 
was relaxed, as business men realized that it was noth- 
ing less than a boomerang, since their own salesmen 
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were, in turn, given the same brush-off, which in- 
creased unit sales costs for everybody. But it has taken 
until after World War II for business to swing around 
full-circle and take a really warm, cordial, enlightened 
view—the view that competent salesmen from good 
firms are the bearers of important information and 
help, and that the welcome mat therefore cannot be 
made too cushy. 

As just one advanced example of such a complete 
welcome mat, take the Hoover Company, North Can- 
ton, Ohio, famous makers of vacuum cleaners. It has 
gone to the trouble to issue a 12-page printed booklet 
entitled, ““The Hoover Company Welcomes You,” 
which a smiling miss gives to every calling salesman. 
Here is the valedictory to the American salesman it 
starts off with: 

“We are glad that you could come to our plant 
today . . . We hope your stay will be pleasant and 
of benefit to both you and us. . . Our reception room 
personnel is at your service. They will try to help 
you conserve your time. If, after waiting 10 minutes 
you have not yet seen the man you are here to talk 
to please remind the attendant at the desk . . . It is 
from salesmen that we buy the materials needed to 
operate this company, and our experience has shown 
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that we frequently get ideas from salesmen which are 
of real value to us. . . If this is your first visit to this 
plant, we hope that it will be followed by many more 
and that your continued contact with us may be worth 
the time and effort you have spent in making this 
call today. Tell us if you would like assistance in 
planning the rest of your day here. We may be able 
to help you in locating your other calls, make trans- 
portation suggestions and aid you in communicating 
with other parts of the city. ‘The Hoover Company 
will give you and your product and service a full hear- 
ing. It is our aim to know the best sources of supply.” 

Fittingly, the National Cash Register Co. is up 
front in this procession. If you are a salesman calling 
at the big Dayton plant, your name and connection 
is at once lettered on a placard which informs NCR 
executives of who’s here. These placards are liked a 
lot by the visiting salesmen; many take them away 
when they go, as a souvenir. The aim of all such com- 
panies is business-like, let us not forget—it’s all done 
to expedite the visit, get the best value out of it, cre- 
ate a friendly attitude, and save tempers and confu- 
sions which so often arise under the pressure of sales- 
men’s calls which are badly managed. One can hear 
plenty of true tales among salesmen of valuable op- 
portunities missed by careless, crude, and discourte- 
ous attitudes toward visiting salesmen, who wasted 
hours if not entire days trying to present their propo- 
sition, which should have commanded immediate and 
earnest attention. Or you can hear tales of real hard- 
ships of salesmen who in very bad weather made calls 
on outlying manufacturing plants, hard to reach, only 
to meet broken appointments and have to miss the 
last train out of town. In earlier years it was not 
even possible or permissible to make an appointment 
by telephone—the salesman made long journeys on 
a bare chance of being received. 

Mindful of such salesman’s difficulties, the Inter- 
national Business Machines Corporation at some of its 
plants in outlying cities arranges for visiting salesmen 
to stay over at a hotel for the night, at the company’s 


expense. It is also fussy about respecting salesman’s 
appointments—for IBM’s own salesmen hope to re- 
ceive reciprocal courtesy and respect. 

A second development has been in the direction of 
encouraging local visitors, in a community good-will 
making effort. Hundreds of large companies, from 
U. S. Steel down the line, in the last five or six years 
have had an “open house” day, when the people of the 
town were welcome to swarm into both office and fac- 
tory and learn what goes on behind sometimes for- 
bidding walls. Desks normally littered with busy pa- 
pers are cleared and refreshments served from them. 
This policy has been a quite notable success. 

A third development may be shaping up in the 
plans for new plant offices. Take for example the new 
office and plant for the Froedert Grain & Malting Co. 
in Milwaukee. In addition to the large plant there 
is a two-story officé structure which expanded existing 
office facilities. 

A factor of interest in the planning of this new 
office building was a full basement for employees’ 
lunch and rest rooms, plus a recreation room for the 
entertainment of business clientele, with the idea that 
both customers and visiting salesmen can make a very 
pleasant interval in their business visit, with food, 
drink, comfort, and even entertainment while they 
are there. 

Speaking generally, entertainment of office callers 
is now a subject that is given a lot of attention. Old 
tales of important customers antagonized and lost by 
incompetent and impertinent receptionists seem now 
to be replaced by more modern tales of winsome re- 
ceptionists picked off for wives by charmed custom- 
ers! Some New York firms have quite elaborate ways 
of “entertaining” office callers—television, music, per- 
sonal attention of hostesses, models, or assistant recep- 
tionists, refreshments, service in arranging for hotel, 
theatre, and transportation reservations, and even the 
making up of evening parties for entertainment. But 
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Employment reception at the Farm Bureau Insurance Companies, Columbus Ohio, one 
of the 1951 Office of the Year Award winners 
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A SHARP INCREASE is reported in the number of 
business offices and other organizations making use 
of definite training for faster and better reading, ac- 
cording to a report from the Reading Laboratory ol 
the Foundation for Better Reading, at 500 Fifth Ave- 
nue, New York. 


Reading rate controller trains reader to read faster 
and faster 
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Training for reading 


as aid to office efficiency 


Some time ago there was a brief reference in this 
magazine to the work of the Reading Laboratory of 
New York in increasing reading speeds and improving 
comprehension. Recently the Laboratory merged 
with the Foundation for Better Reading of Chicago, 
in a move designed to handle the demand growing 


Ophthalmograph produces movie of the pattern of the 
reader’s eye movements 


January, 1952 


ee 7 | Mee a: oe ee ea eS ees ed a Sa | . ae we —— — Oe 
pa a be Rs al x Le se an box id ie oe (eerie ei ea oe aes hs i, " iN se 7 Sah: as —. ar 
ain 
om i 
a 
$e . fc 
a. : 5 os = - Gna ‘ ‘J : — a. - ; 
oe ee: eee a (eed E=) eee ian S Se ear cas p> eee 
ibe alae ae (ne Pro eas” cae 7 2 ae ae t Fal a ae: ad a a > Ss) 
: ie 5 Ss 1 35 Aeeee “(ellie as 2 ee oe oon 
ie ee swat ee ae 2. oe ee if: eee bf a Or 2 Care se oe il 
ar ra at esa ‘ao, ie aes 2 S 2 See. et ia 
ae ake reat Be yl = oP 2 oo ei es ater oO 
re ' ie ie : ° =a i i 4 
bn. ‘ ei E de St er ‘ie aes Se Poy, belie ae i, 1 
ics ; oe ee ee oe ee pee : 
my ' bs |, - ha ae 
iti: z 4 mC ~ =. 1 
' . a ioe I> at : a A 7 S- * 
4 } a Ss ae Se a e . suk i 7 Fy, ‘ 1 oe E Ss 
Pe — ' . ¢ “es xy 4 — : 2 ; . 
: | 7 - tt aa * aa “ ai . pee 3 : : ‘’ * LOGINS, +@ Se Vv 
4 = es _ Pie anne a c 
we aga Yo - a a2 = ; : 
aioe an oan b sien ak iia a 4 eo eee et bi 5 ‘ f j 2 ag t 
— aan ids ao 3 Re “op on a’ Ve — ; Fe ( 
aed : —_ pana? <3 ‘ i 2 ee Ps : v s ‘ i 
agg Pica f a ve. ae, a . 3 7 sae 
eH A Rees ae h ey. oe % J a : 
tpn he eae a. is ae : ee z = Z @ ‘ae % ’ 
aii ae a ‘ ie . Spit, -- uite oe ’ bei aa “ al » : 7 
ee iar Tip a ou Ke > a ee =... Ke ; 
aa ie, ran eae ae Veena coming a = 2 ee, n . Sa “ =a Be 
a. gg aR eo et 2. > Ca +¢ ps ne *h : 
: es << - a 
Sy = = 7 a 6. Seed tin 5 aaa. : @ ee oe a Bab. oc. " 
m i 6 : Ps = _ : 2 J Z x ee ~ * oe * ‘ 
ta os a c a ee =o = tpLe, es ee - % ; ; 
ae SME De a =] a: a - 2h ae ee 2 Gey a, = \ 
Bhs Ag meee ee ~yaaeell ee ng 3 a Pee: S* : a Be , Z 
f ‘ . ' 
»* | : 
i ' 
a 
ey ln 
a 
o 
ie 
“ail 
Sts 
: ii 
me ie. 
bag 
wil i 
a 
Bis 
eae! 
a na si ail ct" ec 4 aM Peet, 
ae Ls Te i <a * 
a Bro ee: (itis? 5 cal pers : a: ase" af : ‘ 
a : J CRE eS ; “ * ae \. ' 
i. es te é an 
baat 43° pe oe ee. 2 Es et 
os! * eal Gs “ re = pe fe a a ‘ 
’ . ¢ i. ey ‘ > e “a a ee “ - ms 
"1 o a , ae Su ea oe 
le OSS ‘ — tie -_ oii 
: i . ‘ pies ie i a Be x ; , > 
3 , = oe ‘ A i Ss r ; 
i, Pees ; ee ‘ 5 ie 3 i 
i f Oe ie oe ane, ae a e] ; 
‘ r ft - oan aS “7a ~<" ‘ a 
oa 9 7 ae we PFS 2 Pas ee a Me ° 
re : ies : Ae 4 oo 4 
. _ eee var ®. pak Ys os, 
fe e 2 ; i a bi i ad ie. & ‘ rey ae 
as, ‘ ie aan ‘2 ‘§ K ae = . 
is * ee i Boar 3 ee hod Ee 4 5 
: Bs a % ee a . es £ ae 
Bs ge soar A at oe ‘ Be 
“ ‘3 “i ae es See 2 ’ - 
: ’ te - pe ey bs a 3 ‘ oes ~ ae 
: ‘2 is iw / an A . a 
ms wi 7 ns hae: 4 : ui . Br ~ 
+e . 1 ne a HS 
nie oi Mie: 3 a = \ Bt, Ridl< = ie bs 3 
J \ 4 : eg a _. 4 1: : 
i ll — Sere ; ; aad , Es : Pa 
2 - : h, ; '¢ a ? x el a > . §. 7 2a 
a \ yh . i . a Bia 4 tN 7 
em . ' i= volt has oe ee . ae Re Bi , 
wi “i: i, # — bs 
a ’ ‘ eee Pi -— oe fi Bs 
sige Vie PS. %. Ps ‘dl 2 eS 
rae J \ 7 q : ; , =e re ng a aE =e 
ee ‘ * ’ FL Ze ay ere of 
Hs. ae i — - , “Se ; ae ae eae 
ae . "4 “aa a ‘ae i q A i : , _- aS ¥ 
~ B ae ~ 4g y : . 7 co a ee aS J 
eae vn 7 E ; al. |” ae ae an : ‘ise 
a ee " > Pk: b: : . on yd. be G te 
eo ee a ~ 4 im 3 ye , a 
Bits, bs “a S-% ae a ae : ‘ i a eal ie s ie eA 
ee ” ‘ = a r & a: rae = oo’ ee a» 
(an eee 7 4 Bes 4 Fs > Be og a i. x PS oe Rte 
Ne ae aM - aki i i pe: ~. S Bk : Mi . Bye eS 
oo: Sona & a <" jan a Pili ie 5 ae > ee Gee, aay a 
or aoe ‘ oo ' \ : “s Sae : an i Sa ae Nk a 
es ; < - ie t/ A SS Se TN 
QS Ry *! ad J 4 ¥* Neds ! he = an. 
eal 3 zi a. ' Z- ‘e eS os ae il 
fe af eo P Be § coe ons 2 = a 
Coe . , ¥ 4 3 3 : 4% a 
- es ‘4 ’ PES a ra - 
cs 32 eee Pe 
a ae 4 
an hla 4 
; z 
Can ¢ pf 


Lis 
of 
ng 
ed 
39, 


ng 


for assistance in giving groups and individuals a 
swifter grasp of what they read. 

If the average adult reads on the level of a 6th 
or 7th grade child, as the Foundation maintains, then 
it is obvious that improvement in reading technique 
is vital to organizations in which paperwork of any 
sort is carried on. Among the many business firms 
which are reported as having satisfactory results from 
company-wide training programs planned to achieve 
this objective are Motorola, Chicago Title & Trust 
Co., W. A. Alexander & Co., Acme Steel Co., Glore, 
Forgan & Co., Aldens, Inc., White Cap Co., Redfield 
Associates, and Bastian & Blessing. 

In addition to what these companies have done 
through use of the Foundation’s reading training pro- 
gram, many top level executives are reported as bene- 
fitting from individual training. Executives taking 
this training have come from such firms as United 
States Steel, Acme Steel, Pure Oil, Inland Steel, Tele- 
type Corporation, Container Corporation, U. S. Gyp- 
sum, Ditto, and Hoover. 

The Navy has recently become interested in train- 
ing for better reading, the Foundation says, with par- 
ticular reference to increasing speed in perception 
and action control, and a contingent of Navy flyers 
has been taking the reading course at the Reading 
Laboratory in New York. 


Right, and clock-wise— 
Adjusting the Ophthalmograph 


The Telebinocular tests eyes for proper eye muscle 
balance and adequate depth of perception. Shown 
also is the Holmgren test for color blindness 


Tachistoscope, a sort of slide projector, trains 
reader to see more and more maierial at a glance 
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The Foundation, which has offices in Chicago, 
South Bend, Ind., and New York, intends to open 
other offices in major metropolitan areas through the 
United States and Canada. 

During recent years a number of instruments and 
devices for the testing of reading speed and compre- 
hension and for use in actual training for better read- 
ing have been devised by scientists, and these are in 
use as part of the equipment of the Foundation. In 
the Foundation Laboratory and in schools and col- 
leges through the country it has been found that read- 
ing skill can be accurately measured and where nec- 
essary raised to proper levels. 

For those interested in the subject, the Reading 
Laboratory has a catalog, “How You Can Read Better 
. . . Faster,” obtainable from its New York office at 
500 Fifth Avenue. 
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SYSTEMS MANAGEMENT 
Comes of Age 


By ARMOND L. METTLER 


Manager, Systems and Procedures Division, 
The Electric Storage Battery Co., Philadelphia; 
President, Systems & Procedures Association of America 


BUSINESS MANAGEMENT and systems are as in- 
separable as a baseball fan and a bag of peanuts. Sys- 
tems practice is not new, and in order to understand 
its increase in stature during the last several years 
let’s first consider the background of systems work 
in the business management field. 

As soon as an enterprise grew to the size and com- 
plexity where its manager could not personally super- 
vise all the activities of the business, the following 
developments occurred as the basis for systems and 
procedures: 

First, the administration and supervision of the 
enterprise was divided among functional units. The 
manager turned over to an accountant the handling 
of the books of account. He employed a supervising 


Armond L. Mettler 
is a graduate of Iowa State College. He 
holds a Master of Science degree in 
Economics, and is a Bachelor of Science 
in General Engineering. 


Following employment with Grinnell 
Co., Providence, R. I., as cost account- 
ant and systems analyst, and the Colum- 
bia Malleable Castings Corp. Division of 
Grinnell Co. at Columbia, Pa., where he 
became office manager and credit man- 
ager, he went to the Electric Storage 
Battery Co. as an assistant on the staff 
of the executive vice-president. 


At present, Mr. Mettler is manager of 
the company’s Systems and Procedures 
Division, which he organized in 1947. 
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salesman to distribute the company’s product or serv- 
ices at a profit. He turned over to a superintendent 
the responsibility for producing the product or serv- 
ices at a cost that would permit selling at a profit. 
As the business grew, its administration and super- 
vision was further and further divided functionally 
or by product lines or geographic areas. 

Next, expression of policy as guides for the func- 
tional management were required, and these policies 
were developed by the owner or top manager for the 
company as a whole and by the functional managers 
for matters completely under their control. 

It was found that, to be effective, the policies must 
be implemented with procedures that guide perform- 
ance. With the many managers each conducting a 
portion of the business and discharging a portion of 
the management responsibilities, there developed a 
considerable need for coordination of the various 
activities. This coordination was accomplished 
through the use of standard practice instructions. Co- 
ordination was also effected by the use of organization 
charts and analyses, communications systems, reports, 
and similar techniques. 

As the enterprise matured on a more complex basis, 
the engineering of clerical work methods was required 
to economically accomplish the objectives. Conse- 
quently, the industrial engineering techniques used 
in the plant were applied in part, usually with modi- 
fication, to the office operations. 

From the very beginning of business management, 
systems and procedures work has been performed by 
line executives to the extent that they had the time 
to handle the work set forth in the developments 
discussed above. There has been and still is being 
done some very fine systems work by people who are 
primarily devoting their time and energy to manag- 
ing some form of operations in a line or direct super- 
visory manner. However, the complications of doing 
business under current conditions has focused the 
attention of managers on a greater need for systems 
and procedures than supervisors have time to satisfy. 
It is worthwhile meditating for a bit on the reasons 
for such complications. 

For the last several years, there has been an increase 
in the specialization within the business family. It 
is not so long ago that purchasing agents were rela- 
tively few, and the activities handled by traffic man- 
agers and personnel managers were spread over other 
line and staff officials. Anyone with twenty years expe- 
rience can recognize specialized jobs in business or- 
ganizations today that did not exist as such several 
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How shall the increasing complexity of the office be handled? 


years ago. The inter-relationships between positions 
on the same level increase in a much faster ratio 
than the direct rate of adding such positions. Ac- 
cordingly, the need for coordination has been tremen- 
dously increased over the past several years. 

Speaking generally and without attempting to es- 
tablish relative importance by sequence of discussion, 
we can consider the movement to organize hourly 
workers as another cause of complications of doing 
business. During the past fifteen years the growth of 
labor unions has in many companies directed the time 
and attention of managers to the important problem 
of improving personnel relations to a much greater 
extent than in earlier years. This has diluted man- 
agement’s attention on other problems of the business. 
Time spent in handling grievances and negotiating 
labor agreements is not available for developing or 
supervising the development of improved systems. 
This attention to personnel relations has likewise 
caused greater consideration to be given to the facili- 
ties with which effice work, as well as shop opera- 
tions, is performed. It has also required administra- 
tion of insurance, pension and other benefit pro- 
grams. 


The advancement in related arts and sciences is 
likewise an important factor in complicating business 
management. Consider developments such as the ex- 
pansion of engineering research, the wider use of 
wage incentive plans with their inevitable complica- 
tions in payroll procedures, the refinements in cost 
accounting, use of standards for cost and production 
control purposes, the development of the higher 
phases of accounting as a basis for management deci- 
sions, and other technological advances such as the 
growth in the efficiency of communications during the 
last several years. 

Business management has likewise increased in 
complexity because of the very intensified need for 
productivity. During the thirties the acute competi- 
tion strained our companies’ profit making ability. 
Management's attention was intensely focused on the 
expansion of markets, the reduction of production 
costs in order to maintain profit ratios, and in many 
cases in order to reduce substantial losses. During 
the last ten years we have seen the effect of world 
conflict and defense armament programs drain man- 
agement’s every effort to increase productivity. 

(To next page) 
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The increased cost of clerical employees in num- 
ber and in salary has placed an emphasis on clerical 
efficiency, emphasizing the need for systems and pro- 
cedures at a greater rate than could be satisfied by 
the use of line supervision alone. We are told that 
the total clerical population has increased 350% over 
the last forty years, in contrast to an increase of 87% 
in the total business population over that same period. 

Everyone recognizes that government regulations 
and controls over the past fifteen years have greatly 
complicated business management, although to evalu- 
ate this factor you must be able to visualize the busi- 
ness office in 1935 and contrast it to the office of 
today. A _ brief listing of important regulations 
brought to bear in the last fifteen years brings this 
situation into focus. For this purpose we can list 
the following: 


The Securities Exchange Act of 1934 

The Social Security Act of 1935 

The Walsh-Healey Act of 1936 

The Fair Labor Standards Act of 1938 

e. The Robinson-Patman Act of 1938 

f. The Collection of Income Tax at the Source 
Act of 1943 

g. The regulations of the War Production Board 

and the National Production Authority 


ao op 


We have cited six general reasons for the increase 
in the complexity of business management and the 
growth of office work. The critical executive would 
do well to reflect on the transition period, and _per- 
haps he could add some additional reasons for this 
change. At least, with these factors in mind, he can 
more readly appreciate the contrast between today’s 
office and the office with which he was more familiar 
in his early experience. 


As A STAFF ACTIVITY 


Although, as we said, systems work itself is not 
new, the allocation of this function to a staff man has 
proved to be a new, popular and growing approach 
to the solution of the complexities of the modern 
office. Systems and procedures as a staff activity prob- 
ably calls for some definitions at this point. Taking 
a definition from my company’s organization stand- 
ards, a staff assistant is an assistant whose primary 
function is to advise and consult regarding the form- 
ulation of plans, policies or procedures. He operates 
without line authority, and depends upon his author- 
ity of knowledge to sell his projects. 

We can define systems as the means whereby 
management achieves the objectives for which the 
company is organized. 

We can define procedures as the documentation of 
the system, including instructions, diagrams, charts 
and operating data. 

The Systems and Procedures Association of America 
put the two words together with the definition: “Sys- 
tems and procedures are interpreted as the organized 
arrangement of personnel and equipment for the 
most efficient, practicable, adequate and economical 
performance of all office, accounting and clerical func- 
tions including method of work accomplishment, per- 
sonnel performance and organization.” It was only a 
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few years ago that a group of men in a smoke filled 
room of Shine’s Restaurant in New York sweated out 
that definition. I can still see Ray Crean of Baldwin- 
Lima-Hamilton Corporation, Bob Nagro of General 
Foods Corporation, George Johnston of Socony 
Vacuum Oil Company, Jack Beatty of Metropolitan 
Life Insurance Company, Sidney Knight, then of 
McKinsey and Company, and Gibbs Myers of Federal 
Telephone and Radio Corporation seated around 
that table working as hard as if they were preparing 
a truce proposal that would be acceptable to the 
Chinese Reds. It was men like these, including Ken 
Marks, of Marks, Adams and Company, and Frank 
Hoffman of Standard Oil Company (N. J.) who 
pioneered the concept that any job as tough as this, 
which required the upsetting of longstanding tradi- 
tions in order to permit the organization, coordina- 
tion and simplification of office work, required the 
pooling of knowledge. It required a ready market- 
place for the exchange of technical know-how. We 
are fortunate that these and other men gave so gen- 
erously of their time that we now have sixteen 
chapters of an Association whose aims are: (1) “to 
promote and foster the improvement of systems and 
procedures through study, education, research and 
exchange of ideas and (2) to promote a broader 
understanding and acceptance of the value of systems 
and procedures as an aid for effective management.” 


GRATIFYING PROGRESS 


The rapid development of systems and procedures 
activities in a serious, professional sort of vein has 
been gratifying to those who toiled so hard to aid 
such development. Although some companies en- 
trusted this activity to junior personnel who had 
special attributes for rapid growth, generally the art 
is in the hands of senior men who approach the subject 
from the concept of what could be described as that 
of an internal management engineer. These systems 
men are serving as the right hand assistants of man- 
agers of the activities to which they apply. In doing 
so, they aid the manager in establishing policies and 
decisions by providing solid facts which are timely 
and relevant. They serve as coodinators of interde- 
partmental activities and serve as an important link 
between the office and the shop. They facilitate plan- 
ning, organizing and programming to the extent that 
the entire enterprise operates more objectively. They 
effect economies in administrative operations with the 
objective of lowering that all important break-even 
point, whereby managment will be able to show a 
profit at a lower volume of business. Perhaps as im- 
portant as any other factor, they free time of the man- 
ager for long-range thinking and planning such as 
referred to by Holden, Fish and Smith in “Top 
Management Organization and Control” when they 
pointed out that Stanford University research indi- 
cated that management men are spending too much 
time and energy in daily details of their activities, 
and are often neglecting broad planning necessary for 
increasing the stability and effectiveness of operations. 


First of two articles. The second article 
will appear in February. 
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COLE’S new INVENTION 


hae er ea) Nae Sa 


Dial Locks al 
se ML, F O. WOT, (4 automatically 


Your records are as safe in Cole's ‘DOUBLE SAFEGUARD" 
cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade ‘‘A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors. Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 
last a lifetime. 
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No. 


No. 


1002Y. 
8002Y. 


1004Y. 
8004Y.. 
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Used in 
Government 
Offices 


Used for 
Top Secret Work 
in Many Plants 


FOUR DRAWER FILES 
Wide High Deep 


. Letter Size..14%"” 51%” 28%” 
Legal Size..17%" 51%" 28%" 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 


TWO DRAWER FILES 
Wide High Deep 


. Letter Size..14%"” 30%" 28%" 
. Legal Size..17%"” 30%" 28%" 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 
Prices slightly higher in Texas; Colorado, and West of the Rockies. 
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PRONTO STORAGE FILES 


for less active records 


OTHER SIZES AND PRICES 


Gdiiie nations FIBRE BOARD Sree” 
siciiaiiiees tials DRAWER FRONT DRAWER FRONT 
U STED ~ . 
. . File PRICE File PRICE 
wen Height tang No. Single Carton No. Single Carton 
Letter Size 12 ee oe 4 E210 . . $3.55 . . $3.45 1210L . MS. - 2 
Letter Size 12 ‘a E210S 3.45... 3.35 1210S... 4.25 
Legal or Cap... 15 . i ee 24 E510... 4.35... 4.25 I510L 50 .. 5.50 
Invoices ...... ie 10 os ener .. 3.20.. 3.0 oe Fe 
*2 Rows 8x5 Forms. 10% .. Hn -.24 | Els .. 3.50.. 3.40 108L.. 4.25.. 4.15 
*Invoices or 2 Rows 8x5 10% .. 8%... 18 E108M 3.45... 3.35 108M 4.15... 4.05 
Freight Bills  —< eee a «s 2.« 971L.. 3.55... 3.4 
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*4x6 Cards (2 Rows)_. 12% a oo M EM .. 22... 3.90 1245L.. 3.95... 3.05 
*3x5 Cards (2 Rows) __ 10% 3% ..24 | €103 .. 305.. 2.95 103L 3.85... 3.75 
Vouchers (Upright) Si, .. 10%, .. 24 6592... 3.3%.. 3.25 1892L.. 4.25... 4.95 
fegewr Sheets ___.  «.8 7 mm .. 46.. 912L.. 4.90.. 4.80 
Ledger Sheets 12 oe 1M . 6i2 .. 51S... 5.06 1212M . 6.70.. 6.60 


*These numbers have removable divider partitions. {Packed 6 to a carton—oll others 12 to a carton 


Form 1160E 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 


Letter Size $355 
Legal Size $435 
Check Size $2.40 


STURDY CONSTRUCTION — Prontos are built } 
275-lb. test corrugated fibre board and rein 
forced with steel on the shell and the four cornes 
of the drawers. 


SAVE FLOOR SPACE — Constructed so that they 
interlock into solid units and stack as high o 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need 
of fussing and fuming. With Pronto files you cat 
get at all records just as easily as in your regula 
active files. 


BEAUTIFUL APPEARANCE — Pronto files are beav 
tiful in appearance, finished in an attractive olive 
green. The steel drawer front matches your reg 
lar active office files. 
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NYU MANAGEMENT WEEK 

C. F. Doran (left) of the Wassell Organization ex- 
plains the Produc-trol inventory control system to 
New York University students attending the Business 
Production Show, held during Management Week last 
month at the N.Y.U. School of C ce, A 

and Finance. More than 5,000 students and business 
people witnessed the shows, films and forums held 
during the week, which was sponsored by the Man- 
agement Club at the School. 


MANAGEMENT PLAQUE TO LANG 
Rudolph Lang (left), managing director of the 
National Business Show, and executive secretary of 
the Office Executives Association of New York, and 
Homer B. Harrison, Kenneth H. Ripnen Co., New 
York, president ¢f OEA, view the plaque awarded to 
Mr. Lang by the Management Club of New York 
University for his “outstanding service and achieve- 
ment in the field of management." Presentation was 
made at a dinner at the University's Faculty Club. 


un the news 


TINKER TO EVERS TO CHANCE 


the famous Chicago Cubs triple-play combination, 
have had a leaf taken out of their book by the Emer- 
son Radio and Phonograph Corp., II! 8th Ave., New 
York. The firm has installed two SoundScriber dic- 
tating machines which serve six executives whose of- 
fices are ranged along one wall of the building. Each 
machine is put into triple-play by a set of wooden 
tracks spanning the wind ledge. When one man 


wants to use the machine (see man a in 
photo), he looks to make certain that the man pre- 
ceding him is finished with it. He then pulls the 
machine into his own office by means of a cable. 
The SoundScriber travels in a small go-cart made of 
two file boxes mounted on wheels. The contraption 
also carries correspond and between the 
offices that use it. 
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PREDICTIONS FOR 2001 A. D. 

A 50-year time capsule containing a mass prophecy by 
the employees of the W. A. Sheaffer Pen Co. for the 
year 2001 A.D. is sealed into the wall of the company's 
new factory at Fort Madison, la., by Sheaffer's presi- 
dent, Craig Sheaffer, and the daughter of a company 
employee, Janice Rippenkroeger. The prophecies were 
based on answers to 20 questions about the world at 
the start of the next century, and included such guesses 
as: flights faster than sound, person-to-person tele- 
vision, cures for cancer and the common cold, and a 
prediction of a third world war before the end of the 
2\st century. 


A $3,000 SNIFF FOR COTY 

Nan Coleman, pretty Philadelphia Navy Yard em- 
ployee relations assistant, is shown here being pre- 
sented with a $3,000 check by Grover Whalen, chair- 
man of the Board of Coty, Inc., for winning the na- 
tionwide "Perfume Prize Package" contest. Miss Cole- 
man topped 50,000 other women who tried different 
Coty perfumes and then wrote an essay on their 
favorites. Right to left: Mr. Whalen, Miss Coleman 
and Philip Cortney, president of Coty. 


THE OFFICE VALET 

is the name of the wardobe rack installations at the 
new, modern Dun & Bradstreet, Inc., offices at 99 Church 
St., New York. Manufactured by Vogel-Peterson Co., 
624 S. Michigar, Ave., Chicago, the installation was 
chosen by Dun & Bradstreet because it is sanitary, 
allows wet clothes to dry quickly, and is movable, 
permitting the floor to be waxed and cleaned under- 
neath. The racks are distributed throughout the build- 
ing and cater to approximately 2,000 persons. 


MURALS 

The $20,000,000 Nottingham Filtration Plant, Cleve- 
land, Ohio, features two porcelain enamel on steel 
murals in the administration building. On opposite 
walls, the murals are fifteen sections each, with an 
overall dimension of 8 feet 6 inches by 5 feet. The 
murals depict a map of the city of Cleveland and its 
suburbs that are serviced by the plant. The lower 
section is a diagrammatic plan of the path of the water 
through the plant. The colors of the murals are dark 
brown, olive green, lemon yellow, chartreuse, tan, 
blue, black and white. The murals are the work of 
Edward Winter, 11020 Magnolia Drive, Cleveland, 
Ohio, noted for his plaques and murals in enamel on 
metal, many of which are employed as decorations 
in public areas. 
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PHOTOGRAPHIC TYPESETTER 
The Filmotype Corp., 60 W. Superior St., Chicago, 

new equip + for preparing quality type 
proofs for photographic reproduction. This machine, 
a photographic typesetter, is designed to produce 
sharp, clean proofs in all popular type styles and 
faces from 10 point to 144 point. The Filmotype 
machine, weighing less than forty pounds, is a porta- 
ble table-model of all-metal construction. The Filmo- 
type font, from which an unlimited amount of type 
lines can be printed, on paper or film, is a film 
negative strip containing all the characters of a 
particular style and size. Over thirty fonts at a 
time can be inserted in the machine, thus achieving 
the flexibility of intermixing styles, faces and sizes 
in the same line or word, if desired. A wide selec- 
tion of type fonts, including italics and scripts are 
available at the present time, and more faces are 
being added weekly. Customers can also create 
their own type styles and the Filmotype Corp. will 
make exclusive fonts at the rate of $1.00 per char- 
acter. Screen tints are also available for unusual 
effects in line reproduction. 


IMPROVED DUPLICATOR 

A newly designed feed arm, drum and roller bearings 
are featured on the new improved Model A-2 Print- 
O-Matic automatic card-size duplicator now being 
marketed by the Print-O-Matic Co., Merchandise 
Mart, Chicago 54, makers and distributors of Print- 
O-Matic self-inking, mimeo process hand stamps, sten- 
cils and duplicating ink. The streamlined, modern de- 
sign of the new feed arm was developed by the 
firm's engineers to give the Model A-2 an even more 
positive feed than previous models. The new drum is 
completely closed to prevent any possibility of ink 
drip from the drum interior. The ball bearing rollers 
are designed to give longer wear and smoother, easier 
operation. 


CONTROL PANEL CABINET 

for No. 407 IBM control panels is a new product of 
Monarch Metal Products, Inc., 724 S. Columbus Ave., 
Mount Vernon, N. Y. The cabinet, designated No. 
M808, is available as a mobile or non-mobile unit, and 
is of all-steel construction having a capacity of six 
panel boards. Without casters, the cabinet will sell 
for $69.75; with casters, $78.50—in either case f.o.b. 
Mt. Vernon. 


NEW POSTURE CHAIR 
one of two models recently added to the line of 
King Posture Chair Co., 753 South Raymond Ave., 
Pasadena, Calif., designated 222-C, has seat size 18 
by 16!/2 inches—2!/p inches thick. Model 220-C differs 
from the above in seat size only, measuring 15 by 14 
inches—2!/. inches thick. Both models have U. S. 
Koylon foam rubber seat, with live foam also being 
used on the posture-contoured backrest. Available 
in green, grey or brown Goodall Claremont fabric, 
or a five-color range of vinyl coated fabrics. The 
chairs have instant 3-way finger-tip adjustment, 
molded aluminum base (22-inch tilt-proof caster 
spread), and infra-red baked enamel finish. Expected 
retail price in the neighborhood of $45. 
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new things in the news 


EAZY-VISION DESK LAMP 
The new Bainbridge Eazy-Vision lamp, introduced last 
fall, makes use of the newest lighting principle of bring- 
ing light below eye-level. Various models of the lamp 
for office desk or table are styled to match traditional 
or modern office decorative schemes. Three-way sock- 
ets permit selection of the degree of light desired and 
standard incandescent bulbs, 50, 100, 150 watt are 


NEW OFFICE FURNITURE LINE 

A new line of desks and harmonizing office furniture is 
now in production, according to Edsko Hekman, 
president of Hekman Industries, Inc., Grand Rapids, 
Mich., successors to Gunn Furniture Co. Mr. Hekman 
states that units in Regular Walnut are available for 

diate shi +, and that production is being 
started in Silver Grey Walnut and Softone Oak fin- 
ishes. Karl F. Schmidt, nationally known designer, has 
styled the line to meet contemporary preferences, with 
emphasis on the functional. Shown here is the new 
Hekman Model 300 desk. 


used. The base is made of solid, unbreakable cast metal 
and is triple plated. In addition to the various desk 
models, which include straight, extension swing-arm 
and flexible arm lamps, the Bainbridge Eazy-Vision line 
has a two-tone torchiere and a two-tone adjustable 
bridge lamp. The line is distributed exclusively by 
Bainbridge, Kimpton & Haupt, Inc., 218 Greenwich St., 
New York. 


PORTABLE WINDOW FAN 
The Lau Blower Co., 2010 Home Ave., Dayton 7, 
Ohio, has a new combination window and portable 
fan, Model 2052, which may be lifted (see picture) 
from the metal spacer panels and reversed from in- 
take to exhaust position, thus pulling stale, hot air 
out. The unit has a 3-speed motor and comes com- 
plete with metal spacer panels, adjustable from 30!/2 
inches to 39 inches wide. The fan moves 2,500 cubic 
feet of air per minute. It is 22 inches square, 5!/ 
inches deep and weighs 25 pounds. It is priced to 
retail at $59.95. The unit can be used as an air 
circulator when placed on floor or table, has rubber 
feet and is finished in two-tone green baked enamel. 


il Ai 
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T.S.A. CHRISTMAS SHOW 
The Transcription Supervisors’ Association held its 2/st 
Annual Christmas Show and party at Whytes Restau- 
rant in New York last month. More than 150 persons 
were present at the affair. Pictured here are club 
members who participated in the show. Top, left to 
right: Miss Elizabeth Schroeder, Miss Helen Herslow, 
Miss Elsie Kaiser, Miss Caroline Slocum, Mrs. Alice 
Conlon, Miss Rosemary Wallace, Miss Marie Hohfeler. 
Center, left to right: Mrs. Mae Turbush, Mrs. Beatrice 
Speight, Miss Edith Stanley. Front, left to right: 
—, Ann Bardes, Mrs. Marjorie Taylor, Miss Carolyn 
Conlon. 
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EQUIPMENT 


In this issue: Safes, executive chairs, 
and check-handling devices 


Directory of Manufacturers on page 58 


Mosler Safe Co.’s 
No. 4160-A 


Safe production highest ever 


THE SAFE AND VAULT INDUSTRY had one of 
its biggest years last year, and it looks forward to an 
even bigger one. The reasons are obvious, what with 
the nation’s lagging defense effort picking up speed, 
and more and more industries receiving war contracts. 
Production records, drawings and specifications—pro- 
duced in greater volume than perhaps ever before— 
will require protective housing. There will be no 
shortages of safes to give this protection. Priority rat- 
ings are desirable from the manufacturer’s viewpoint, 
yet they are not now essential for the purchaser. 

The picture is somewhat changed where non-insu- 
lated types of safe cabinets are concerned. Cut-backs 
here tend to stretch out deliveries. 


WITH this installment of “Tools of the Office,” the 
series enters its sixth year of service to readers of 
OFFICE MANAGEMENT & EQUIPMENT. Febru- 
ary’s installment will cover typewriters, copyholders, 
time recorders and wardrobes and lockers. Duplicat- 
ing machines of all types will be covered in March. 

Whenever possible, tear sheets of past “Tools” 
features will be available to subscribers. 
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—with plenty of steel on allocation. 
Priorities insuring steady delivery 


Art Metal Construction Co. reports that Art Metal 
safes are available with either the “A” or “B” Under- 
writers Laboratories Label, Style 171-19 is a “B” label safe; 
outside dimensions—41” wide, 67%” inches high and 28 
5/16” deep. Inside clear dimensions—33” wide, 53°’ high and 
1914” deep. Safe interiors are built to order by the use of 
Art Metal Widesections and Halfsections. The illustrated 
safe is fitted with six 8 x 5 card index files, four 6 x 4 card 
index files, 6 check drawers and 2 letter file drawers. This 
is a sample of how a safe may be outfitted with Art Metal 
equipment to serve any specified purpose. 


Art Steel Sales Corp. that all major items in its line are 
under allocation, though the company’s Safer-At-Home line 
(combination safe type cabinets) are available with a three 
to four week delivery appyling. 

Art Steel Sales Corp. refers to the Protector, Model 
F2201, as having outside dimensions measuring 31 inches 
high, 18 inches wide, and 16 inches deep. Available in grey 
or green. Outer door has a key lock; inner door has com- 
bination dial lock. 

Included in the Art Steel Safer-at-Home line are four- 
three- and two-drawer files, one drawer of each replaced 
with a safe area with a simulated file drawer front which 
swings open to reveal the combination locked safe door. 
There are other types in this line. 


Brush-Punnett Co. reports that the Sentry Safe offers 
protection from fire for one hour at 1,700° with Vermiculite 
or expanded mica insulation. A heavy insulated steel plate 
door contains one of the simplest yet strongest combina- 
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tion locks ever devised. The Sentry lock is actually built 
as Part of the door, not attached with bolts or screws. 
The safe measures 24%” high, 17” wide and 171%” deep, 
or about 2,250 cubic inches of protective space. 

Sentry is painted in a bronze metalescent color, embodies 
entirely new manufacturing principles. All its parts are 
pressed out of heavy gauge steel plate. 

“It is a known fact that formed steel members have 
much greater resistance to impact and battering than old 
fashioned frame type construction,” Brush-Punnett says. 


Cole Steel Equipment Co. reports that its No. 6020 safe is 
made of heavy gauge steel measuring 1434 inches wide, 30% 
inches high and 16 inches deep. Available in olive green. 
Combination lock is Yale 3-screw wedge. Has one adjust- 
able shelf, though more shelves are available, No. 6029 is 
priced at $45. Shipping weight 38 pounds. 


Diebold, Inc. reports that its streamlined Vaultette line 
of one-hour Class C safes is available in single-door models 
42 and 59 inches tall, and double door models, 42 inches 
(counter height), 59 and 69 inches high (large capacity 
safes.) 

The safe is of welded steel construction throughout, 
giving it the strength of a solid steel frame. A deep tongue- 
and-groove heat baffle around the doors and jamb effectively 
baffles penetration of heat and flames. Lightweight, fire- 
resistive insulation resists heat in event of fire. 


Diebold Vaultette safes carry the Class “C” tested fire 
rating from the Underwriters’ Laboratories and the Safe 
Manufacturers’ National Association, and comply with the 
U. S. Bureau of Standards’ specifications, assuring proper 
performance in a fire. 

While designed primarily for fire protection, they also 
bear the Underwriters’ Laboratories T120 burglary label, 
which earns a preferential mercantile burglary insurance 
discount for users. A three tumbler, key changing combi- 
nation lock secure the door and permits the owner to reset 
the lock to any desired combination at will. 

Doors on the Vaultette line swing almost 270 degrees, 
affording a clear opening for easy access. A wide selection 
of interior arrangements is available for all models. 

Diebold reports that its line is intact, and that all models 
are available for prompt delivery. 


Herring-Hall-Marvin Safe Co. reports deliveries on the 
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smaller models to be averaging 30 to 45 days, and 60 to 
90 days on the larger models. 

“Current emergency conditions have not caused us to 
shorten our line,’ HHM states, adding that the line is 
intact. 

Herring-Hall-Marvin singles out its No. 2115C, 1 hour 
class fire-resistive safe for description. Outside dimensions 
are 2854” high, 20 3/16” wide and 21%” deep. Inside meas- 
urements are 2214” high, 161%4"" wide and 1514” deep. Locker 
measures 514” by 415/16”; drawer is 3” by 415/16” by 5”. 
space 22%” by 10%”, and a smaller space 1234” by 5”. 
Finish is a solid grey outside and inside. Shipping weight 
is 350 pounds. The company announces a new booklet on 
maintenance and care of HHM safes will soon be available. 


Meilink Steel Safe Co. reports that its line of one-hour 
safes ranges from a small unit which weighs 125 pounds to 
one weighing 1,100 pounds—five in all. The company re- 
ports that the price on the line is completely stabilized, 
with an approximately 60 day delivery applying. 

Meilink points out that its safes conform to United States 
Federal Specifications AAS81. Have deep interlocking 
steel door frames and jam; heavy steel outside and inside 
body plates; electric welded throughout; bank type key 
changing trigger guarded combination lock mounted on 
drill-proof guard plates; heavy steel locking and bolt doors; 
and heavy steel door plates. 


The Mosler Safe Co.’s record of orders is the highest in 
its 103 year history, according to Edwin H. Mosler, Sr., 
president. 

“The company’s dealers and customers will be pleased to 
learn that although steel is still scarce, we have sufficient 
tonnage on hand to take care of all our contracts,” Mr. 
Mosler said. 

As a result of increased production and long-term plan- 
ning, the firm’s delivery picture is good. There will be no 
reduction in the service provided to more than 1,000 
Mosler dealers. In fact, the company actually will increase 
its advertising program and will provide its dealers with 
considerable merchandising assistance. 


Diebold Co.’s Vaultette No. 3316-6 (left), and 
Art Metal Construction Co.’s Style 171-19-B. 
Left: Meilink Steel Safe Co.’s line 
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All models in Mosler’s line of protective equipment are 
still available for general office purchase. These include the 
full range of Mosler’s fire-resistant safes, burglary-resistive 
money chests, insulated record containers, fire-resistant 
ledger desk safes and drivers’ depositories. 

Mosler’s most popular unit for general office use is its 
highly efficient “A” label fire-resistant safe, model $3348-A, 
which is available with or without a built-in burglary- 
resistive money chest. 

“The great demand for this model indicates that more 
and more businessmen are recognizing the urgent need 
for a single unit which can provide maximum protection 
against the twin hazards of fire and burglary,” a Mosler 
spokesman said. 

The impact now being made on top management by the 
documentary film “Target: U. S. A.” will probably add to 
the growing demand for his company’s “A” label safes, 
according to Mr. Mosler. 

Produced by Cornell Films, the documentary is a dra- 
matic guide for industry planning in the event of an atomic 
attack. The film features noted military analyst Hansen W. 
Baldwin of the New York Times as special writer and 
commentator. 

In recognition of the fact that Mosler built the famed 
vault doors which withstood the atom bomb blast at Hiro- 
shima, the producers of “Target: U. S. A.” selected a 
Mosler “A” label fire-resistant safe for one of the star roles 
in the film. 

The “A” label safe (highest award of Underwriters Lab- 
oratories’ Inc.) was selected to show how industry can 
effectively use modern fire-resistant protective equipment 
to safeguard important business records from fire and 
excessive heat. 


Protectall Safe Corp., says that its line of safes is 
still intact, that all models are available for office purchase, 
and that a 30-day delivery applies. 

Protectall’s 8384-C safe measures outside 3614” high, 22” 
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Top, from the left: 
Victor Safe & Equipment Co.’s No. A-32 


C-Label Safe and Herring-Hall-Marvin Co.’s 
No. 2115-HCR. 


Bottom row: 


Art Steel Sales Co.’s No. 2201 Protector; 
Shaw-Walker Co.’s No. B-4071; Cole Steel 
Equipment Co.’s No. 6029; Brush-Punnett 
Co.’s Sentry Safe; and Protectall Safe Corp.’+ 
No. 8384-Q. 


wide and 24%” deep; inside, 27%’ high, 17%” wide and 
17 7/16” deep. Approximate weight is 520 pounds. This 
model is Class C one-hour safe, completely insulated for 
resistance to fire up to 1700° F for one hour. Welded 
body of high tensile steel, equipped with heavy duty, pre- 
cision made combination lock, with six movable bolts, 2- 
way action. Concealed heavy duty casters. Finished in 
choice of grey, green or Persian black. 


Shaw-Walker Co. says that present emergency conditions 
have caused to defer the production of door-type office 
safes. Drawer-type safes are still available. All models of 
Shaw-Walker Fire-Files are still available. The Fire-File 
recommended as an office safe has the combination lock 
controlling all drawers and casters. 

“It is preferred because it holds more records, saves 
reference time and a considerable amount of floor space; 
the company says. 

All models have slightly extended delivery dates. Shaw- 
Walker representative should be contacted for delivery time 
of specific models. 


The Victor Safe & Equipment Co. calls attention to the 
Victor C-Label, One-Hour Filing Safe, No. A32, one of 
its complete line of one-, two and 4- hour office safes. 

“To meet the demands of office management for ade- 
quate fire protection with the utmost economy, Victor 
has developed a comprehensive Protection Analysis System 
to determine scientifically the quality of fire protection 
needed for any record,” the company says. “Victor Safe 
dealers throughout the country are trained in the appli- 
cation of the system and are qualified to recommend the 
correct installation for any record protection problem.” 


(To page 48) 
Add Berger Mfg. Div., Republic Steel Corp., 1038 Belden 


Avenue, Canton, Ohio, to your November, 1951 “Tools of 
the Office” manufacturers’ listing for executive desks. 
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Which of these j 


‘| 4 dangerous ideas 
7 do you have? 


(Any one of them could put you out of business) 


1. Do you have the idea your accounts re- 


2. Do y 


have the idea an old, heavy- 3. Do you have the idea a fireproof build- 


ceivable and other business records will 
always be there when they’re needed? Don’t 
be too sure. Many a businessman has dis- 
covered, after a fire, that the records he 
thought safe, were ashes . . . and the busi- 
ness that depended on them, totally ruined. 


4. Do you have the idea your fire insur- 
ance would cover all your losses? Take a 
good look at your policies or ask your in- 
surance broker or C.P.A. You'll find you 
have to prepare a proof-of-loss statement 
before you can collect fully. Could you do 
it—without inventory records? 


° THE Moser SAFE COMPANY . 


walled safe will guard your records from 
fire? It’s a dangerous idea. Old safes without 
an Underwriters’ Laboratories, Inc. “A” 


ing is a sure-fire protection? Just ask a 
fireman. You'll find that buildings like this 


only wall-in an office fire. They actually 


Label often act as incinerators when the make it hotter! 


temperature gets above 350° F. They cre- 
mate records. 


Don’t gamble your whole business future. 
Get a modern Mosler “‘A’’ Label Record Safe. 


Better face this fact squarely: 43 out of 100 businesses that lose their records 
by fire never reopen. Don’t risk it. Decide, right now, that your business records 
are going to have real protection—the world’s finest. That means the protection 
of a modern Mosler “A” Label Record Safe that has passed the Independent 
Underwriters’ Laboratories, Inc. severest test for fire, impact and explosion. 
Consult your nearest Mosler dealer, he will tell you how little it costs to give 
your records and your business the protection they need. 


Se Mosler Safe @”’ 


HAMILTON, OHIO 


World’s largest builders of safes and vaults . . . Mosler built the U.S. Gold Sto: Vaults 
at Fort Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 


Department OM-1, Hamilton, Ohio. 


CONSULT CLASSIFIED TELEPHONE 
DIRECTORY FOR NAME OF THE 
MOSLER DEALER IN YOUR CITY, 
OR MAIL COUPON NOW FOR 
INFORMATIVE, FREE BOOKLET. 
January, 1952 


Please send me free booklet giving the latest authentic information on how to protect the 
vital records on which my business depends. 
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Tools of the Office 


(Continued ) 


Part of Royal Metal Mfg. 
Co.’s line of chairs, show- 
ing the 1200 executive 
model. 


Chair distribution less fluid 


—even wood chairs offer a supply problem 


“CHAIRS are still available—they’re just a little 
harder to come by.” 

That is the way a well known manufacturers’ rep- 
resentative viewed current conditions in the executive 
and secretarial chair industry recently. A controlling 
factor in both wood and metal chair distribution are 
the revolving mechanisms, made of steel, and now on 
an allocated distribution set-up. Car-load lots of 
these vital chair components come through in quan- 
tities severely cut back from the standard 4500 unit 
load, these days, and this authority feels that the first 
quarter of 1952 will be worse. 

Wood supplies are a problem too, with good oak 
and walnut hard to find in this country. Canada is 
commencing to make its contribution of these types 
of wood in increasing quantity. This applies to 
birch in some degree, too. 

Some manufacturers, mindful of the problems ac- 
companying broadened dealer distribution in these 
times, have “frozen” their customers’ lists. 


The Aluminum Seating Corp. reports that its model 
JE-650-A, identified as a Junior Executive chair has had 
an acceptance far in advance of the company’s ability to 
produce them, because of the present restrictions. 

Even so, Aluminum Seating Corp. asserts that it has 
not been forced to shorten its line, though all of the indi- 
vidual models are available on an allocation basis. 

“Our entire line is available in limited quantities to dealers 
of record, and delivery is now running approximately four 
to five months,” the company says. “In short, while we 
have not reduced our line, our overall shipments are 
reduced and only dealers who have a history with us are 
being serviced.” 


; Art Metal Construction Co. describes its executive chair 
line, which consists of the Executive Posture Chair, Style 
705, and the Executive Arm Chair, Style 706. 
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“The 705 is the only metal executive Posture chair 
featuring the exclusive ‘tilt-action’ seat, the greatest com- 
fort device ever offered in any office chair,” Art Metal 
claims. “It is fully adjustable to the personal requirements 
of the individual user by means of four easy adjustments 
for correct height of back, seat, angle of back support and 
proper tension of back. Seats, backs and arms are specially 
designed for comfort and are cushioned with molded foam 
latex rubber.” 

Style 706 is a companion chair to the 705, the company 
reports. It has a flat spring seat foundation overlaid with 
foam rubber latex. Back and seat cushions are generously 
proportioned, full-fashioned molded foam latex. Arm rests 
are cushioned with foam latex on top and the two sides. 
Both the 705 and 706 are available in a wide selection of 
coverings. 


Cole Steel Equipment Co. calls attention to a tubular 
furniture line which includes a triple-ptated chrome fin- 
ished steel tubular chair. According to Cole, the first plat- 
ing of copper is for rust prevention; the second plating of 
nickel is for greater protection; and the third plating of 
chrome is for surface hardness. Upholstered in Vinyl- 
coated simulated leather that will not scuff or scratch, this 
upholstery resists stain, repels water, is washable and wipes 
clean easily. The chair comes in a choice of colors to blend 
with a wide range of office décor, and is 31” high, 21” wide 
and 22” deep. The price is $42.50. 


Dixie Chrome Products Co. indicates that deliveries on 
its line of chairs are somewhat extended, but describes 
its 620 executive swivel chair. This model has a nine-coil 
spring unit seat construction seat, webbed back, open-type 
arms, revolving and tilting seat, low fulcrum Seng control 
for better balance, heavy upholstered arm rests, and large 
ring foot rest for comfort as well as added strength to 
base. 

Bumpers on both front corners and top of back protect 
the desk and wall finishes where the chair is used. Two 
inch, heavy duty, noiseless rubber casters on full ball- 
bearing swivel, Duran or Dupont plastic covers in most 
colors, and adjusts from 17” to 23” in height. The chair 
dimensions are 35” high by 25” wide by 30” deep. The 
chair weighs about 50 pounds. 
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New executive chairs by E> 


metal furniture since '97 
More beautiful than ever in hand-finished Royal Satin Chrome or 
Plastelle Enamel...More dutiful than ever in sturdy square tubing 


We believe our new Executive series sets a 
standard for quality never before achieved in 
office furniture styling. Royal Satin Chrome, a 
new triumph of the polisher’s art, accents the 
trim strength of the square tube design with 
the subtle tone of sleek, heavy satin. Plastelle 


oven-baked enamel gives a rich, enduring fin- 
ish in a wide choice of decorator colors. And, 
as with all Royal chairs, these are made to 
combine proper posture with wonderful com- 
fort. Side and arm chairs to match every execu- 
tive chair design. Write today for free catalog! 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE * CHICAGO 1 
New York « Los Angeles « Michigan City, Indiana « Warren, Pa. « Galt, Ontario 


—— TURING CO- 
T MANUFAC . 
OYAL oo AN AVE., CHICAGO | 


free COPY 
yr-ypous pom pr Ah furniture catalog. 


Royal—your only single source 
for every need in business 
and professional furniture 
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Tools of the Office 


(Continued) 

Domore Chair Co., Inc., feels that it is impossible to 
discuss questions of supply and production because of 
fluctuating conditions. 

“In other words, operations are on a sort of day-to-day 
basis,’ Domore reports. “Maybe if we had a crystal ball, 
we could do some good for you.” 

However, Domore describes its Administrator Executive 
Chair, Model 615. This deluxe model has molded foam 
rubber in the seat, back and arms. It is available in a wide 
variety of fabrics or leathers, and the base and other metal 
parts can be finished to match other equipment. 


Emeco Corp. reports that emergency conditions have 
not as yet caused it to shorten its line of executive chairs. 
The company says that all old models and several new 
ones are available, although the newest models do have 
extended delivery dates. 

Emeco singles out its Model 1003 as being an executive 
swivel arm chair with upholstered seat, back and arms. 
Dimensions of this model are as follows: Width of seat, 
19 and 9/16”; width between arms 1834”; width overall 
22%"; width of base 26%”; height of back from seat 17”: 
height of seat from floor 17 inches minimum, 20/ maxi- 
mum; depth of seat 174%”.. Emeco Corp. points out that 
this chair’s Seuffless aluminum base is massive looking, 
but fits within a smaller desk area. Other members of 
the Emeco line include side arm chairs, side straight back 
chairs and secretarial posture chairs. There is yet another 
executive swivel chair in the Emeco line. The purchaser has 
a choice of plastic coated fabric in dark green, maroon, 
grey and brown, or in brown or green grospoint. 


The General Fireproofing Co. reports that all deliveries 
have been extended because of government curtailment of 
the use of steel and aluminum. Nevertheless, the company 
describes its No. 3507 Comfort Master Deluxe executive 
chair as being one with five adjustments so that it can be 
fitted to any individual. The chair has foam rubber cush- 
ioning material, plastic or Bedford cord upholstery in a 
variety of colors. General Fireproofing reports that its line 
of executive chairs remains intact. 


W. H. Gunlocke Chair Co. concurs in the general feel- 
ing that current emergency conditions “are severe, and 
promise to become more so,” while at the same time 
reporting that it has not yet been forced to reduce the 
number of patterns in the line. 

Gunlocke reports, however, that shipments are running 
from thirty to sixty days depending on the style desired. 


From the top, and from the left: Murphy Chair Co.’s 
No. 279; B. L. Marble No. 401214; an Ohio Chair 
Co. model; Aluminum Seating Corp. JE-650-A; 
Royal Metal Mfg. Co. No. 1220; W. H. Gunlocke 
Chair Co.’s 626-R; General Fireproofing Co.’s Com- 
fort Master DeLuxe; and Sturgis Posture Chair Co.'s 
No. 1805. 
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Ve Hamilton Mfg. Corp.’s Model 17-A 
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ine Model 17-A COSCO Executive Chair: All- \ 
steel, saddle-shaped, revolving seat 
el- cushioned with Firestone Foamex or foam 6 Easy Adjustments 
nd rubber latex; Tuffex-padded backrest —without tools 
me curves two ways. Du Pont ‘“‘Fabrilite 
he upholstery—green, brown, maroon, or 1. For height of 4. For height of r 
gray. Bonderized, baked-on enamel finish seat. backrest. s 
ng —gray, brown, or green. Exclusive 
| “Finger-Lift” height adjustment; soft 3+ For depth of 5. For angle of 
rubber casters, lifetime-lubricated. $48.45 seat. backrest. 
($50.95*). In armless model (17-T), 3. For slope of 6. For tension of 
$43.95 ($45.95*). seat. tilt action. 


=~ 


Model 16-S Secretarial Chair, spring-tension 
back, $31.95 ($33.45*); Model 16-F, fixed 
back, $29.95 ($31.25*). 


Emeco Corp.’s Model 1003 


Model 20-A "Form-Fit" Side Cheir, with arms, 
$29.95 ($31.25*); Model 20-L, armless, $23.95 
($25.25*). 


Cole Steel Equipment Co.’s No. 4000 
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MODEL 20-A 


| Clip this coupon and mail today to | 
*Prices in Florida, Texas and 11 Western | HAMILTON MANUFACTURING CORPORATION | 
states. | Department D1, COLUMBUS, INDIANA | 
1 Gentlemen: ! F 

l Please send me, without obligation, the fol- 1 ” 
| lowing information on COSCO Office Chairs; | 
] ( ) Name of nearest dealer. l 
| ( ) Complete catalog. | 
get i ® , l eR nak ee a" | 
5 Office Chairs | “"— ae 
HAMILTON MANUFACTURING CORPORATION Comp - : 
COLUMBUS, INDIANA | Address | 
Also makers of COSCO Household | City = __lone___ State l 
Stools, Chairs and Utility Tables Chis cuss ists Gin ates Gene enm canoer einai eeh sie ehhenimndanenall 
2 January, 1952 OFFICE MANAGEMENT AND EQUIPMENT 51 


Oo . 4 YW el aes See CD ee i i ee eee) OY ae he - 4 
: : Q 
a ’ @ _ \ t 5 | 
FI 7 a) a ' i] 
of Juat <x FF 
lay \ } 2 | | 
t ‘ 
ive 
ive . a i) , a. ; ‘ i. ae = 
; ae on a “es 


Tools of the Office 


The Hamilton Mfg. Corp., features the Cosco Finger-Lift 
Junior Executive Chair, Model 17-A. The back and seat 
are upholstered in duPont Fabrilite in green, brown, 
maroon or grey. It has large, flexible, plastic arm rests 
in colors to match the upholstery. A hand wheel adjusts 
tension of the spring action tilting seat and back. A finger- 
lift lever operates the positive locking height adjustment 
of seat. Casters are 2” soft rubber, lifetime lubricated 
roller bearings, and ball bearing swivels. The back frame 
is of one piece tubular steel, with large contour type back 
rest. This back measures 16%” wide by 134” high, and is 
curved two ways to fit the user’s back. The seat mea- 
sures 151%” by 18” and is 3%4” thick. Cushioned with foam 
rubber latex, the seat revolves on lifetime lubricated oil- 
like bushings. The seat’s legs are wide-flared to prevent 
tipping, and also to provide maximum leg room. A tubular, 
circular rung provides a handy foot rest. Seat height 
adjusts from 1634” to 20%”. The depth of the seat may 
be adjusted over a 2%4” range by moving back frame in or 
out. Slope of seat may be adjusted as much as 24%” by con- 
venient thumb screw under seat. Back rest can be moved 
up or down 1%” to provide support wherever needed. The 
pitch, or angle of the back rest may be adjusted 134” by 
wing nuts to suit the individual’s own idea of comfort. 
Tension of spring action tilting seat and back may be 
quickly adjusted by hand wheel beneath seat. 


High Point Bending & Chair Co. reports that it has been 
able to continue in production with its complete line. 

“Extended delivery dates exist on principally Bank of 
England Chairs and the slat-back chairs, as well as steno- 
graphic posture chairs,” High Point reports. “Demands 
by government agencies have been quite heavy for these 
designs, and in most instances their orders carry priority 
ratings. This, naturally, causes slow deliveries for non- 


rated orders.” 
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Huntington Chair Corp. reports that delivery dates have 
generally been slow but that it is in the process of devel- 
oping definite plans to improve its service to office furni- 
ture dealers. The line remains intact with all models avail- 
able for general office purchase. Huntington describes its 
open armed swivel chair No. 185 SW, which is made in 
Fawn Oak 25” wide and 2614” deep by 32” high. The depth 
of the seat is 18”. The same chair is available in Nubian 
Oak with the catalogue designation 285-SW. 


King Posture Chair Co. announces the addition of two 
new posture chairs, one of which is executive size. A late 
arrival, the chair is pictured and described in this issue's 
New Products section. 


Metal Office Furniture Co. has this to say about the 
executive chair situation. 

“Like other manufacturers of steel products, there is a 
curtailment in volume of production, although the line 
of Steelcase chairs, desks, and filing cabinets, has not been 
shortened. Distribution is made to franchised dealers.” 
Metal Office Furniture Co. points to its Model $198 
executive chair which has foam rubber over helical springs, 
has a shaped cushion back and arm rests upholstered over 
foam rubber, and a newly developed chair iron and other 
features. A companion side arm chair is also available. 

Metal Office Furniture points out that a customer service 
department assists both dealer and user in obtaining the 
greatest possible utility from Steelcase products by sup- 
plying helpful information on their care and maintenance. 


Murphy Chair Co. reports that it has been forced to 
shorten its line of posture chairs because of its inability 
to obtain hardware. Deliveries have not been set back, 
though. 


New Indiana Chair Co. reports that its Model 1411 
executive posture chair is available for delivery possibly 
60 days after receipt of order. 

(To page 54) 


From the left: 

Huntington Chair Co.’s No. 185; 
New Indiana Chair Co.’s No. 1411; 
Domore Chair Co.’s Administrator 
No. 615. 


Bottom row: 


Wells Chair Co.’s Posture-Rite 
No. 826; Art Metal Construction 
Co.’s No. 705; Sikes Co.’s No. 
X-135; Milwaukee Chair Co.’s No. 
5224. 


January, 1952 


Ee: 


4 >. <= a 2 “an ar Q —————— ‘eid tec, — Ps W's oy Oana a <a ‘ cola 
i: 
. 9 
ed tad 
es BS teh 
i age: 
i PS ee? 
on 

me 

ap : 
ie 

fe } 
By ‘ : j 
os 
+ 
+ 
7 
ee a 
F { zr 
vk 
cs a 
J | \ > = i ae 

cal a a) a = win * 
; a g bs ‘a ; 
. mes 7 ad } = \ ‘| ; pi 
= : ot os sa egal. eee 

4 Rein ae 
ne - E 
ast oie a . or Tk . 
. as J 4 " . ? ual es ncaa 
ani ‘ : - — ‘ ae pt 

4, ha | , : Ey = é 

a ¥ a ' a J ow ' 

Bt 4 . <—— ; : . 4 F 

‘ & os al - i é. * ss Me ; e J : 4 3 . z at 

_ i. hy aaa 4 a ae A oe deat fas es ‘ 

, ’ “a s “ - a it : as ae g . eae ms pe ' . 

ai ; a3 = om 7 = Sy : — basi al : 
ae ee Rs wis eS *. — Ba re 
4 —— ues = e “ fe a. z hee me ‘ 
on 4 Fi ' - ‘en 4 z . " ‘ 2 oe ~ i. ro he ete | 

id J ‘a ‘ 
a 52 ee PS J 
ia 
ao: = ” . 


ail- 
its 
in * 
pth 
ian ; y 
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" t St is chai 
o a Sturgis chair 
the 
*P.F.-Peeled Finish 
sa 
ine 
en When the enamel peels off the steel parts of an office chair 
— : i . 
198 it costs money and inconvenience. Enamel won’t peel off a Sturgis 
-e. chair because Sturgis engineers insist on Bonderizing the steel 
ler parts before spray-painting and infra-red baking. 
ce : Bonderizing insures a corrosion-inhibiting surface and a non- 
_ conducting, lasting bond between metal and enamel. This is 
p- 
ce. an example of the plus factor in Sturgis engineering which gives 
to Sturgis chairs an exceedingly long and useful life. 
ity 
tk, 
Sturgis chairs are engineered for keeps. You can’t see all 
11 the quality engineered into a Sturgis chair but it’s there in 
ly full measure—and because it’s there a Sturgis chair is 
a long term investment in office comfort and efficiency. 
Today the finest executive, secretarial, clerical, guest and 
institutional metal chairs are being 
produced by The Sturgis 
33 Posture Chair Company, 
; re You can’t see all 
or Sturgis, Michigan. 7 
the quality that’s 
engineered into 
te 


Sturgis chairs. 


The Sturgis Posture Chair Company 
Sturgis, Michigan 


wo 


The Sturgis No. 1210 
—— 
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“Lifetime’ Chair 
for the General Office 


EXTRA STRENGTH 


FOR EXTRA 


SERVICE 


@ 


Taylor 


patented multiple tongue and groove 
assures exceptional value. Finest 
Bank of England ever built 
1952 Catalog now 


available 


The‘Jaylor Chair Company 


Bedford, Ohio, U.S. A. 
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Tools of the Office 


(Continued) 

This model is available with wood parts in genuine 
walnut in either a walnut or mahogany finish, as well as 
being available in light golden oak or softone oak finishes. 
The company states that it may be covered with either 
Tolex plastic coated material, leather or Claremont frieze 
cloth. The chair is adjustable for seat height, back height, 
back tension and distance of back from seat, thereby making 
it usable by practically any sized individual. 

New Indiana Chair Co. points out that 1411 is the most 
popular model in its line of office chairs which are avail- 
able in a complete price range. This particular model sells 
for about $75, but can run up to $125 depending upon the 
type of upholstery material selected. 


Ohio Chair Co. reports that current emergency condi- 
tions have not caused it to shorten its line. It has, however, 
set back its deliveries “a little bit.” 

There are five models in the Ohio Chair line. Delivery 
dates now call for DO ratings if they are to be prompt. 

“We are improving our chairs daily with new lacquer 
finishes, new types of molded rubber, and other small 
details which will have a tendency to lengthen the life 
of our products,” this manufacturer reports. 


Royal Metal Mfg. Co. reports that emergency condi- 
tions have not caused it to shorten its line. 

“As a matter of fact, within the past 60 days, we intro- 
duced about 50 new designs to replace old styles,” a Royal 
Metal executive reports. “These new designs use no more 
material than the old, and we simply feel that we want to 
go ahead rather than sit tight. Our main concern as to 
whether the new designs in themselves are good enough to 
carry has been fully allayed.” 

“Delivery dates are more extended than normally,” Royal 
reports, adding that generally its office furniture is running 
from 90 to 120 days to delivery time. 

Royal Metal Mfg. Co. assists it dealers by publishing 
maintenance information in a dealer house organ sent to 
them regularly. The lead photograph for this section 
shows a new Royal Metal office chair ensemble. It illus- 
trates the executive posture chair $1200 which has a float- 
ing back, with U. S. Koylon molded foam rubber seat 
and back and arms, with metal parts available in either 
custom satin chrome, or a baked enamel finish. In the 
photograph are also shown the $730 arm chair, and the 
$731 side chair. 


Shaw-Walker Co. reports that it has not shortened its 
chair line due to current emergency conditions. 

“All models of the Shaw-Walker Correct Seating execu- 
tive chair line are still available, with a choice of wood 
seats or upholstered seats in leather or gros-point frieze.” 

This company states that all model deliveries have been 
“slightly extended” due to aluminum availability. 


The Sikes Co., describing the qualities of its Model 
X 135, says that comfort is assured through the proper 
relationship between seat and back, the use of foam rubber 
over hand-tied coil springs in the seat, foam rubber on 
the arm rests and foam rubber over the springs in the 
back. Proper support in the working position is possible 
through the use of Sikes’ patented postured mechanism 
which has reverse spring action—the spring tension is 
greatest in the upright position and relaxes as the sitter 
leans back in the chair. 

Model X 135 is made of walnut, is equipped with 2- 
inch ball bearing casters, either hard or soft wheels, rubber 
base snubbers, plastic scuff plates, leather covered seat 
bumpers and back bumpers. The chair is normally covered 
in top grain leather with gros-point seats for added ventila- 
tion, and more efficient utilization of the foam rubber in 
the seat filling. 

Dimensions for this chair are: height of seat from floor, 
17'%% inches to 20% inches; height of back from seat, 19% 
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Shaw-Walker Co.’s chair No. 8311 


inches to 21 inches; sitting depth 18% inches; width of 
seat, 21%4 inches; and width between arms 20 inches. List 
price of this model is $240. 

The Sikes Co. points out that its line is never sold direct, 
but only to regularly appointed Sikes dealers. 


Sturgis Posture Chair Co. reports that Model No. 1805 
is one of the line still available for reasonably prompt 
shipment. This chair features a foam rubber topped, deep 
coil spring seat, a solid foam rubber back rest and ample 
foam rubber cushioned arm rests. The patented Follow- 
Flex back support automatically gives support in any 
position. 

“With shortages and government controls upsetting 
production schedules,” Sturgis reports, “we do not think 
it practical to outline extended deliveries for most models. 
The picture changes for the worse when shortages develop, 
or for the better, as materials are received. A_ sincere 
effort is made to give reliable estimates of shipping time 
when orders are received.” 


The Taylor Chair Co. reports that it is maintaining 
reasonable deliveries on its broad line of office chairs of 
all types. Taylor’s Model 4815% is made in a choice of 
quartered white oak or walnut upholstered in top grain 
leathers, saddle leathers, or all gros-point fabric. Height 
of back from seat, 22 inches to 24 inches; depth of seat, 
20 inches, back pivoted to follow body movement; width 
between arms 20% inches; width of seat at front, 21% 
inches. Balance ease mechanisms and scuff plates are 
standard equipment on this chair. 

Another Taylor model in the line is No. 6620%, a Bank 
of England model. This is an all wood unupholstered 
revolving arm chair that comes in quartered white oak, 
mahogany or walnut finish, and has a tilting mechanism. 


The B. L. Marble Chair Co. announced last month the 
availability of the new model No. 4012% AF executive 
posture chair which features spring-controlled tilting back 
and seat, fully adjustable. Molded foam rubber cushioning 
is employed as filling for the shaped back as well as for 
the seat, and it is supported on a flexible base for addi- 
tional resilience. Upholstered arms, back and the sides of 
the seat are covered with top-grain leather, while the top 
of the seat is finished in Bedford Cord fabric to retain the 
full softness and resilience of the foam rubber upholstery. 
The frame of the chair is finished in walnut, mahogany 
or oak. 

Double compression springs, which control the tilting 
action of both back and seat, ineorporate construction 
featuring rubber cores to cushion the tilting action and to 
Prevent spring breakage. Desired tension is maintained 
by a handwheel which controls both springs. Cold-rolled 
steel straps supporting seat in front and rear assure even 
distribution of weight. 


January, 1952 


aluminum 
chairs 


GOOD BUY 


If your chairs look like new, year after year, with- 
out expensive maintenance—if your office employ- 
ees work in comfort day after day with maximum 
efficiency, you have indeed made a good buy. 


FINE-REST chairs do all these things and do them 
better. It costs less to buy the best, so why not buy 
the best. Why not buy FINE-REST? 


“America’s Standard of Business Seating” 


se 
ALUMINUM SEATING | econ 


17 &. cHEREY STREET © KRON 8 OHIO 
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Tools of the Office 


Taylor Chair Co.’s No. 4815'%, and Dixie Chrome 
Products Co.’s No. 620 


The Model 4012% AF chair back is adjustable from 914 
to 21% inches (measured from the seat to top of back), 
and the distance of the seat from floor is variable from 18 
to 21 inches. These adjustments are made by means of 
conveniently located handwheels. Sitting depth 1914 inches; 


Check Machines 
in good supply 


— deliveries extended somewhat 


American Perforator Co. reports that its line has not 
been shortened to any great degree. 

“We are still able to make reasonable delivery on the 
majority of our products,” the company asserts, adding 
that extended delivery dates do apply on the company’s 
Heavy Duty bank perforators. This is attributable to a 
shortage of grey iron castings. 

American Perforator describes it Model 400 portable 
electric perforator as being completely redesigned for add- 
ed strength and quieter operation. 

“The unit is ideal for invoice canceling, numbering, dat- 
ing and coding, wherever portable equipment is desirable,” 
the company says. 


Cummins-Chicago Corp., on the question of availability, 
says that rather new models have been added to its line 
of check handling machines, adding that its Model Super 
270 High Speed electric endorser is now ready for immedi- 
ate delivery. This model features simplified construction 
and easier operation. 

Cummins reports a 100 percent growth in its service 
operation in the past 12 months. The company’s complete 
line includes systems and equipment for invoice cancella- 
tion; check signers and check endorsers; coupon time pay- 
ment systems; label and package coding; automatic form 
numbering; and cancellation-validating equipment. 


Hall-Welter Co. report that while they hope to continue 
the manufacture of the Speedrite Checkwriter and the 
Chexsigno check-signer in all models, they are unable to 
forecast the delivery situation for 1952, in the light of 
threatened further production limitation. 
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width of seat at front 24 inches; distance between arms 
20 inches. 

Nonbreakable Tenite plastic scuff plates. The base is 
equipped with ball-bearing casters, having either hard or 
soft rubber wheels. 


The Milwaukee Chair Co. reports that it has shortened 
its line during this emergency period to enable the com- 
pany to concentrate on fewer numbers that are most active. 
The claim is that it has curtailed its line about 10 per cent. 

“The delivery dates on our all-wood patterns are about 
90 days and on our upholstered patterns, about 60 days.” 

Milwaukee’s model No. 522% UL is an executive posture 
chair which is individually adjustable and self-fitting. This 
model is available in solid walnut or in mahogany finish on 
walnut. The height of the chair ranges from 20 inches to 
22 inches with a seat depth of 17% inches and width 
between the arms of 2034 inches. The seats, backs and 
arm rests of this and other Milwaukee models are cush- 
ioned with molded latex. 


The Wells Chair Corp. says that it has not been forced 
to shorten its line, and that all models are still available. 

Wells offers a picture of the 826 Posture Tilting Back 
arm chair, which is also Model No. 827 with the exception 
of the synchronized seat and back posture action. Price 
for No. 826 is given as $84 in Zone 1, upholstered in Duran. 
Price for No. 827 in the same zone is $85.80 in Duran. 


Monroe Calculating Machine Co.’s Keyboard Checkwriter 
Model D-10-WW 


Illustrated is the Electric Model Chexsigno, claimed by 
the manufacturer to provide the “World’s Safest Signa- 
ture.” 

The Hedman Co. describes its check signer, the Sign-O- 
Meter, which electrically imprints in indelible ink, and 
shreds an executive signature unalterably into the paper of 
a check. The Sign-O-Meter name plate is an exact fac- 
simile of the original signature. It is removable, facilitating 
branch office or branch manager countersignatures, where 
these are offices of issue for checks. Dual locks control 
name plate insertion or removal, as well as machine opera- 
tion. An inbuilt and unalterable meter gives at a glance 
the exact tally of checks signed. Each machine inking 
gives upward of 25,000 perfect, identical signatures. Re- 
inking is a clean operation, the ink rolls being instantly 
accessible through ink door in face of machine. 
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From the top, from the left: Safeguard, Inc.’s Instant “H” 

Checkwriter; Cummins-Chicago Corp.’s Super 270 Elec- 

tric Endorser; Hall-Welter Co.’s Chex-Signo; Todd Co.’s 

Model No. 96 Check Signer; Hedman Co.’s Signometer; 
and American Perforator Co.’s model. 


Sign-O-Meter enables executives to delegate the chore 
of check-signing to trusted secretaries or subordinates. It 
is available in both electric and hand-operated models. 

The Hedman Co. reports that its line is intact though 
some inconvenience has been experienced. All its standard 
model F&E check protectors and Sign-O-Meter are avail- 
able. Deliveries have not been extended. 

Monroe Calculating Machine Co. describes its check 
equipment. Monroe Check Writing Machines are built in 
two types: keyboard models and wheel-set models. The 
former are desk-size and portable; adjustable for writing 
all the usual forms of single and voucher checks. Amounts 
are set by depressing keys and are written in large, clear 
figures. On the wheel-set machines, amounts are set by 
turning dial wheels and are printed in both words and fig- 
ures; checks are automatically fed and ejected. There are 
models for single, voucher, and sheet checks; as they are 
especially built they can be equipped for automatic dating, 
numbering, and signing according to the user’s require- 
ments. With Model D-10-ww both imprinting and ejection 
of checks are automatic; capacity lc to $99,999,999.99. 

Delivery: Keyboard models, 10 days; wheel-set models, 
60-90 days depending upon the special features built into 
the machine. 

With Monroe Check Signing Machines, signing is an 
entirely automatic operation which saves the executive’s 
time and prepares neat-appearing checks. Checks are fed 
into the machine, signed, and ejected in order at a high 
rate of speed. The whole operation is under the control of 
the signing officer for the machine is protected against un- 
authorized use. There are models for signing sheet checks, 
single checks, and checks with vouchers. Model SA-2-wv 
is designed for single checks and is adjustable for voucher 
forms with the check at the top or at the bottom. Deliv- 
ery: 60-90 days depending upon construction, 
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Marcy F. Roderick Co., describing its new [Executive 
Deluxe Model Checkwriter says that it perforates and per- 
manently imbeds into the fibres of the check the exact 
amount to be printed in clear, legible figures. The figures 
are printed in red; symbols in black. 

The machine may be demounted from its base and placed 
in an attractive wallet type case which is furnished with 
each machine for use when travelling. This machine is 
well suited for small businesses or for professional or home 
use. 

“Current emergency conditions have caused difficulties 
in continuing production of our Executive Checkwriters 
fast enough to meet the ever increasing demand,” the firm 
reports. “While we are still able to ship all orders immedi- 
ately upon receipt, we are apprehensive that during the 
coming months there may be some delays in filling orders.” 


Safeguard Corp. reports that the Instant “H” 8-Bank 
Safeguard Checkwriter is equipped with special security 
lock to prevent misuse of the equipment by unauthorized 
persons. This feature together with the one stroke opera- 
tion provided in this equipment assures users of complete 
bank account protection. The machine features throw-away 
imprinting pads which assure perfect imprints, a low cost, 
no bother, and no need for operators to get their fingers 
soiled. 

Current emergency conditions have not caused Safeguard 
to shorten its line. All models are available for general 
office purchase. 

“We had to extend delivery date occasionally on some 
of our models but as a rule we can manage immediate 
delivery,” the company advises. “We have introduced a 
Special Test Slip Service for Safeguard Checkwriter users 
enabling them to submit every six months a specimen of 
the work their equipment does which enables our Service 
Department to catch any defects which might be creeping 
up. If such defects can be fixed promptly, the life span of 
the equipment is materially increased and the general cost 
of maintaing the equipment reduced.” 

(To next page) 


SAFEGUARD 


for 


Increased 
Office 
Efficiency / 


WINDOW 
VENTILATOR 
TWO NEW 
SAFEGUARDS 
1. Dry rubber tool keeps typewriter 
type clean. No liquids — no 


soiled fingers. 


2. Ritchie sponge rubber cushion 
anchors office machines. Elimi- 
nates vibration and noise. 


For information write, wire 


Lansdale, Pa. 
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Tools of the Office 


From the left: 


The Todd Co. reports: “It has not been necessary to 
shorten our line All of our models are still available for 
general office purchase. Delivery dates have not been ex- 
tended greatly on any model.” 

Victor Safe & Equipment Co. submits information on its 
2A Check Size sorter, described as “a useful device for 
alphabetical sorting and temporary filing of checks and simi- 
lar papers.” The device consists of a series of indexed 


Marcy-Roderick’s Executive Checkwriter; 
Monroe Calculating Machine Co.’s Check 
Signing Machine Model No. SA-2-WV; and 
Victor Safe & Equipment Co.’s Check Sorter. 


metal dividers hinged at the bottom on a metal base. The 
construction of the unit allows the dividers to be adjusted 
to accommodate an uneven volume of papers. At the same 
time, a minimum space is always maintained between divid- 
ers for easy introduction and removal of papers. Among 
the advantages of the system are one handed operation, 
greatly increased speed of sorting and sharply reduced 
searching time. 


Manufacturers contacted for this feature follow: 


OFFICE SAFES 


Art Metal Construction Co. 

Jamestown, N. Y 
Brush-Punnett Co. 

545 West Avenue, Rochester, N. Y. 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Cramer Safe & Office Equipment Co. 

1417 McGee St., Kansas City, Mo. 
Diebold, Inc. 

1411 Fifth St., S.W., Canton, Ohio 
Gardall Corp. 

4425 James St., East Syracuse, N. Y. 
Guardsman Safe Co. 


La Porte, Ind. ‘ 
Hall Safe & Equipment Co. 
Hamilton, Ohio 


Heineman Office Equipment Co. 

4 N. 8th St., St. Louis |, Mo. 
Herring-Hall-Marvin Safe Co. 

Hamilton, Ohio 
Invincible Metal Furniture Co. 

842 So. 26th St., Manitowoc, Wis. 
Meilink Steel Safe Co., 

1672 Oakwood Ave., Toledo, Ohio 
Mosler Safe Co. 

Grand Blvd. & Penna RR., Hamilton, Ohio 
Protectall Safe Corp. 

930 So. Salina St., Syracuse, N. Y. 
Remington Rand, Inc. 

315 Fourth Ave., New York 
Schwab Safe Co. 

Lafayette, Ind. 
Shaw-Walker Co. 

Muskegon, Mich. 
Victor Safe & Equipment Co. 

315 Fourth Ave., New York 


EXECUTIVE CHAIRS 
Aluminum Seating Corp. 

17 So. Cherry St., Akron, Ohio 
Art Metal Construction Co. 

Jamestown, N. Y. 
Barcalo Mfg. Co. 

166 Chandler St., Buffalo, N. Y. 
Blair Aluminum Furniture Co., Inc. 

Mariette, Ga. 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Cramer Posture Chair Co. 

1205 Charlotte St., Kansas City, Mo. 
Dependable Mfg. Co. 

Keeline Bldg., Omaha, Neb. 
Dixie Chrome Products Co 

2509 Oakland Ave., Irving, Texas. 
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Domore Chair Co. 
216 Monger Bidg., Elkhart, Ind. 
Emeco Corp. 
Maple Ave. and High St., Hanover, Pa. 
Empire Chair Co. 
Johnson City, Tenn. 
Fritz-Cross Co. 
300 East 4th St., St. Paul, Minn. 
General Fireproofing Co. 
Youngstown, Ohio 
Globe-Wernicke, Co. 
Cincinnati, Ohio 
Gregson Mfg. Co. 
Liberty, N. C. 
W. H. Gunlocke Chair Co. 
Wayland, N. Y. 
Hamilton Mfg. Corp. 
Columbus, Ind. 
Harter Corp. 
Sturgis, Mich. 
High Point Bending & Chair Co. 
P. O. Box 312, Siler City, N. Y. 
Huntington Chair Co. 
Box 5408 Huntington, West Va. 


Jasper Chair Co. 


Jasper, Ind. 
Jasper Seating Co. 
Jasper, Ind. 


Johnson Chair Co. 

4401 W. North Ave., Chicago 
Knight Mfg. Co. 

300! Avenue K., Wichita Falls, Texas 
King Posture Chair Co. 

953 S. Raymond, Pasadena, Calif. 
B. L. Marble Chair Co. 

Bedford, Ohio 
Metal Office Furniture Co. 

Grand Rapids, Mich. 
Milwaukee Chair Co. 

120 So. LaSalle St., Chicago 
Murphy Chair Co. 

Owensboro, Ky. 
Murphy-Miller, Inc. 

Owensboro, Ky. 
New Indiana Chair Co. 

Jasper, Ind. 
Neiman, Inc. 

330 E. Ohio St., Chicago 
Ohio Chair Co. 

28 W. Madison St., Youngstown, Ohio 
Rite-Form Chair Co. 

43 So. Oxford, St. Paul, Minn. 


Royal Metal Mfg. Co. 

175 North Michigan Ave., Chicago. 
Shaw-Walker Co. 

Muskegon, Mich. 
Sheboygan Chair Co., Inc. 

P. O. Box 208, Sheboygan, Wis. 
Shepherd Chair Co. 

1912 Main St., Melrose Park, Ili. 
Frank Scerbo & Sons, Inc. 

536 Pearl St., New York 
The Sikes Co. 

20 Churchill St., Buffalo, N. Y. 
Stanley Mfg. Co. 

2310 N. Main St., Fort Worth, Texas 
Stout Chair Co. 

Liberty, N. C. 
Stow-Davis Furniture Co. 

80 Front Avenue, Grand Rapids, Mich. 
Sturgis Posture Chair Co. 

Sturgis, Mich. 
Taylor Chair Co. 

Bedford, Ohio 
Wells Chair Corp. 

725 S. LaSalle St., Chicago. 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 


CHECK DEVICES 
American Perforator Co. 

617-631 West Jackson Blvd. Chicago 
Bonnar-Vawter, Inc. 

1717 East 30th St., Cleveland, Ohio 
c Bis 7 


go, Inc. 

4740 Ravenswood, Chicago 
Hall-Welter Co. 

42 Mount Hope Ave., Rochester, N. Y. 
Hedman Mfg. Co. 

1158 W. Armitage Ave., Chicage 
A. D. Joslin Mfg. Co. 

123 Arthur St., Manistee, Mich. 
Monroe Calculating Machine Co., Inc. 

555 Mitchell St., Orange, N. J. 
Reid Mfg. Co. 

652 Worth Robinson Blvd., Los Angeles 
Marcy F. Roderick Co. 

3312 Lancaster Ave., Philadelphia 
Roovers Bros., Inc. 

3611 14th Ave., Brooklyn, N. Y. 
Safeguard Inc. 

320 Walnut St., Lansdale, Pa. 
R. A. Stewart Co., Inc. 

80 Duane St., New York 
The Todd Co., Inc. 

1050 University Ave., Rochester, N. Y. 
United Equipment Co. 

1101 Lee Highway, Arlington, Va. 
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PEOPLE IN THE NEWS 


George W. Shader has been ap- 
pointed manager of Burroughs Add- 
ing Machine Co.’s, Newark, N. J., 
branch, W. E. Morgan, general sales 
manager, announced last month. He 
replaces Elmer J. Shaver, who be- 
comes manager of the Detroit branch. 

Mr. Shader joined the Burroughs or- 
ganization in New York as a junior 
salesman in 1918. For many years he 
has been a supervisor in Newark, and 
leaves the post of zone sales manager. 

Mr. Shaver had been manager of the 
Néwark branch since March, 1950. He 
replaces A. Y. Wilson, Detroit branch 


A. E. Spalthoff 


manager since 1945, who becomes 
manager of Burroughs’ New York 
branch this month. Mr. Shaver joined 
the Burroughs organization in Lans- 
ing, Mich., in 1920. 

Mr. Wilson became manager of the 
Detroit branch in 1945. He now re- 
places A. E. Spalthoff, who retired at 
the end of the year. Mr. Wilson 
joined the company as a junior sales- 
man in Oklahoma City, Okla. in 1924, 
and became a senior salesman the 
same year. 

Mr. Spalthoff joined the Burroughs 
organization in 1910 in New York, 
was appointed manager of the Bing- 
hamton, N. Y., branch office in 1916, 
and manager of the Kansas City, Mo., 
branch office in 1920. He entered the 
Home Office Sales Department in 
1923, and in 1924 was appointed 
branch sales manager of the New 
York branch, and has headed the 
branch organization since that date. 


E. J. Shaver 


D. J. McNutt, office manager at the 
Rossford plant of the Libbey-Owens- 
Ford Glass Co., Toledo, Ohio, for 
nearly fifteen years, has been promoted 
to the new position of supervisor of 
plant offices. 
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Transcribe less... 


use your photocopy machine more 


les unnecessary—and expensive—to transcribe 
reports and records manually when you have 
a photocopy machine standing by. 

It can do the job faster . . . at lower cost. 
And always with 100% accuracy—which ends 
copy checking . . . and the mistakes that some- 
how “slip by.” 


’ Do alittle checking now. 
If you find typists, ac- 
countants, and clerks 
transcribing data fre- 
quently, it will pay you 
to let your photocopy 
machine do this work. 


For the best photocopies 


use Kodagraph Contact Paper 


This paper is made by Kodak 
for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photographic 
blacks, clean whites . .. with new 
sparkle and legibility. And it’s 
easier, more economical to use — 
no more split-second timing or 
trial-and-error testing. Order it 
. and see for yourself. 


[Xodagraph Contac? Paper 


"THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


Mail coupon EASTMAN KODAK COMPANY 
for * Industrial Photographic Division 
free booklet Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 
Company 


Street 
City 
_— —— 


TRADE -MARK 
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and in his new capacity will supervise 
all of the firm’s sales and service ac- 


PEOPLE IN THE NEWS 


(Continued) 


John M. Thompson, Jr. has been ap- 
pointed a vice-president of Underwood 
Corp., 1 Park Ave., New York, by the 
board of directors, according to Philip 
D. Wagoner, chairman of the board. 
Mr. Thompson joined Underwood 
in December, 1942 as an executive as- 
sistant in the president's office on ord- 
nance and war work, and served as 
assistant chairman of the Carbine In- 
dustry Integration Committee. Since 
October, 1944 he served as director of 
the company’s international 


J. M. Thompson 


tivities outside the continental United 
States. 


division, 


FINGER GUIDE 
and HOLDER 


ACK in the 1870's and 
1880's, the prime requisite for 
the most coveted positions—those of 
bookkeepers—was the ability to write a neat, round hand, 

with capital letters and figures plentifully curlicued. 


There was one ambitious young chap who was a fine pen- 
man, but nevertheless he lost one position after another, 
simply because the books in which he made his entries were 
unruled and all his writing ran uphill. 


So, he invented something important—to himself—the first 
Finger Guide and Holder, and patented it in the year 1884. 


PITY THE MAN! 


Had he been able to use Tarco efficiency forms, he could 
easily have followed the lines and rules getting each figure 
in its exact position, without the cumbersome cross-bar 
holder and constant dippings in the ink pot. 


Tarco forms are the most modern obtainable. They cover 
every size business and every need: ledger, journal, payroll, 
tax record, balance sheets, etc. 


Tarco flexible-chain post binders are the last word in binders 


—come in choice of three bindings and standard size range. 


Send for Catalog F-1 and see for yourself just how all-inclusive 
is the Tarco line of 240 fine forms and binders. 


NM ROBBINS & CO 
Consult your Public TALLMA -) VA a ‘| 


Accountant about Tarco Better Business Forms, Binders and Co-ordinated Filling Equipment 
the best ey for since 1912 

us. $s. 
— 326 W. Superior S$t., Chicago 10, Illinois 


New York @ Kansas City @ Indianapolis @¢ Tulsa @ Wichita @ Washington 
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Mr. ‘(Thompson is a director of the 
Export Managers Club and the Na- 
tional Management Council, and a 
member of the Advertising Club, and 
the Union League Club. 


Norman J. Collister, president of 
the Collister Corp., distributor of 
Soundscriber electronic disc dictating 
equipment in Greater New York, re- 


Rosemary 
Wallace 


cently announced the appointment of 
Rosemary Wallace as assistant to the 
sales manager. 

Miss Wallace began her association 
with this company five years ago and 
has held the postion of receptionist, 
secretary and director of customer 
personnel training. She is a member 
of the Office Executives Association 
of New York and the Transcription 
Supervisors’ Association of New York. 


NEW FORMS TEXT 


Design and Control of Business 
Forms, by Frank M. Knox, president 
of the Frank M. Knox Co., Inc., busi- 
ness forms consultants, a new book to 
be published this month by the Mc- 
Graw-Hill Book Co., is the first vol- 
ume in the National Office Manage- 
ment Association’s series in office 
management. Presenting a new per- 
spective on business forms as an ef- 
fective tool of management, this book 
focuses the attention of cost-conscious 
executives and administrators on the 
importance of forms as a primary con- 
trolling factor in paperwork and cleri- 
cal expense. It furnishes a practical 
method, the “Functional Index,” for 
analyzing and classifying forms in 
order to build a permanent, effective 
foundation for control. Developed over 
a period of years as a result of the 
author’s experience in forms design 
and control, the “Functional Index” 
is said to be the only formalized plan 


available for performing this vital op- - 


eration. 

Fully illustrated with examples of 
forms used by manufacturing, insur- 
ance, banking, retail and other busi- 
nesses, the text outlines the basic prin- 
ciples for applying forms control. Be- 
fore-and-after case histories point up a 
wide variety of applications. The 
book’s detailed coverage of forms de- 
sign includes special reference to fac- 
tors relating to clerical efficiency in 
the filling-out and subsequent use of 
forms, as well as to management’s 
varied uses for these time and money- 
saving tools. The technical operations 
involved in designing, specifying and 

(To page 64) 
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TWO BOTTLES 
SANFORD’S 
PEN-IT INK! 


Offered solely to 
demonstrate the 


tt 
ACTUAL SIZE 


of the sensible sized bottle 


100,000 word bottle that 
of holds all the ink 
the f 
the average person 
10n 
rr can keep fresh 
ner 
ber 
oo If your office furnishes you with a brand 
rk. of ink that was produced for a make 
’ an na of fountain pen that you don’t own— 
-_ Here’s how to get better performance from 
ent _ the pen you do own. 


usi- 
a ‘ae 1. Send for 2 bottles free of PENit Ink in 
c- 


ik the 10c bottle that writes 100,000 words 
ge- ... then stop filling your pen from 15c, 25c, 


tice and more expensive bottles that hold so much ink, it’s almost 
pri bé sure to be stale before you use it up. 
ok THE INK BOTTLE 
= 2. Use this PENit Ink confidently in any pen of any make. 
a Sanford’s PENit is made for all makes of fountain pens—made 
on- THAT . ITS YO U m4 by ink specialists for over 90 years. 
ri- 
ical Ti Send for your free bottles right now (you can later use them 
re D ES K D RAWER -_ for covered inkwells, and refill them from Sanford’s 
‘ive one-fifth gallon bottles to be purchased by your firm). 
ver 
the 
ign 
ex" . Pin this coupon to your letterhead 
oa ' 
™ A 1 SANFORD INK COMPANY + BELLWOOD, ILLINOIS 
of : Please send me without charge, two bottles of Sanford PENit Ink : 
ot $ in the colors checked as follows: : 
1Si- 
‘in- : CZ Blue-Black (J Green 0 Washable Blue : 
Be- ‘ ' 
7 @ : , 
he ; ‘ ' 
PVs * FRE ncn tcnccasaunsacnnestestanmehdotamesnsesmubhinhenute : 
ac- - : 
in 1 ' 
of FOUNTAIN PEN INK . Address... ......----00-+2+0+202-2-2002- 222 22s seen ee eeeeeeee= : 
it’s \ Ne ie ' ' 
ey- i : : 
ns : Gees oe cecduaumdoceania ree Aces and cninsiia Gieianalin’ ' 
ind | This offer expires January 30, 1952 : 
' ' 


SANFORD INK COMPANY a BELLWOOD, ILLINOIS See SSS KKK ESSERE KS RK EEK KK KK Ree 
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Ce ALL-IN-ONE 


COMPLETE OFFICES - 


SPECIFICATIONS 


Seclmasee afer-at-home units made of best 
grade furniture steel, electrically welded through- 
out for extra strength. Units are constructed with 
extra strong ribbed outside doors, complete with 
lock and keys. Yale plunger locks available for all 
drawers. 4 speed ball bearings—instant positive 
compressors—strong Z-bar rail—convertible to 
hang folder filing. Available in grey or green. 


Steelnase Drvtt-wiatn split card drawer for 
3x5 or 4x6 cards. Capacity 3000 cards. Center 
divider is removable—can be converted for flat 
form filing. 2 full-width letter drawers. Storage 
section has 3 compartments. 


aanen, saeuen | OUTSIDE DIMENSIONS SHIP. WT. Steelmaswer 3 full-width letter drawers and 


EIGHT | WIDTH | DEPTH | F.0.8. WY) | storage section with 3 compartments. 


ALL-IN-ONE (LETTER) | 44” 7 2 
Eo connesvomence sze_} °* = = — Steelmaser @. full-width split card drawers 
for 3x5 or 4x6 cards. Capacity 6000 cards. Center 


FIAPL | ,,vcle plunger loca] 24” | 27” | 16" | 70 Ibs. 
FIC eeu an rONE 134” | 30” | 16” | sotbs.| | dividers are removable. Can be converted for flat 
ap Ty ra . form filing. 2 full-width letter drawers. Storage 
FICPL | ron act orawers (Lecau)) °4 30 16 60 Ibs. section has 3 compartments. 
Available in Grey or Green 


9 I ce ee 

F2A | “Wisor armen, | 40” | 27” | 16” | 100 bs. F3A | Tauvoy iene | 40” | 27” | 16” | 102 tbs. 

F2APL | yale ja hh 40” | 27” | 16” | 100 tbs. FSAPL| ,Yole plunger lock 1 40” | 27” | 16” | 102 tbs. 
y F2C yo pe 40” 30” 16” | 106 Ibs. reseed Grey or Green 

F2CPL | sonar peavtes juteay 40” | 30” | 16” | 106 tbs. 


Available in Grey or Green 


art steel sales corp. § mew york 63n.y., u.s.a. | 
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The perfect office, designed for every business need. 7 way 


a 


service—card for check—corr 


r 


searer > A 


deposit 
boxes—secret vault—supply storage—completely closes 
outside additional mechanism. Finished in Futura Grey or 
Steelmaster Green. Indicate finish wanted. 


The Supre-Perfect office Do-All-In-One with secret vauit— 
combination lock protection—6 way complete business serv- 
ice—ALL-IN-ONE. Finished in Futura Grey or Steelmaster 
Green. Indicate finish wanted. 


ITEM NO. DESCRIPTION i] OUTSIDE DIMENSIONS SHIP. WT. ITEM NO. DESCRIPTION OUTSIDE DIMENSIONS SHIP. WT. 

|HEIGHT WIDTH DEPTH | F.0.8. MH. Y HEIGHT WIDTH DEPTH | F.0.8. N.Y 
AA | GUARDALL (LETTER) a Es 16” | 105 Ibs. AA3 |“COMMANDO" (LETTER)| 34” | 30” 16” | 104 Ibs. 
AA2 | GUARDALL (LEGAL) 34” | 33” | 16” | 115 Ibs. AA4 | “COMMANDO” (LEGAL) | 34” | 33” | 16” | 110 tbs. 


[Pr 


the 


OTECTOR 
(F2201) 


conceals. Finished in Futura Grey, Steelmaster Green. Indi- 
cate finish wanted. Literature if you wish. 


oo: 


(F2200) 
cabinette 


OUTSIDE DIMENS! SHIP. wr. OUTSIDE DIMENSIONS SHIP. WT. 
ITEM DESCR IDE DIE . WT. 
me. SEScRIPTION HEIGHT WIDTH DEPTH] F.0.8. WH. Y. tvEm 08. noreen HEIGHT WipTH DEPTH) F.0.8. H. Y. 
F2201 | THE “PROTECTOR"| 31” 18” 16” | 70 Ibs. F2200 THE “SAFO” 36” 18” 16” | 80 Ibs. 
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; dividual pick-proof combination safety lock. Protects as it bination lock protection) Sn tet Gen lee 
» Finished in Futura '” ie 
. ee | 6K. | 
art steel sales corp. §§ mew york 63 n.y., u.s.a. = 
PS ee 68 


| 


purchasing forms are all treated with 
a specific “how-to-do-it” approach that 
provides practical guidance. 

Another useful feature—the ‘“Mea- 
suring Stick,” which precedes each 
chapter—consists of a series of ques- 
tions on the problems, principles and 
cases that are covered. By using it, 
the reader can determine whether he 
is already applying effective methods, 
or whether there is need for improve- 
ment in his forms control program. 

Frank M. Knox, the author, is presi- 
dent of his own firm of business con- 
sultants. He has developed and estab- 
lished many forms control standards 
during his 18 years’ specialization in 
this field. 

The price of this book is $6.50. Mc- 
Graw-Hill’s Book Information Service, 
327 West 41st St.. New York 18, will 
supply further details. 


EFFECTS OF SOUND ON 
HUMANS TO BE STUDIED 


For the first time since man began 
to make noise, its effects on human 
beings will be examined thoroughly 
during a four-day training course on 
the Acoustical Spectrum at the Uni- 
versity of Michigan commencing Feb- 
ruary 5. 

Second day of the session will be 
devoted to study of how sound affects 
the human body, with Dr. A. C. 
Furstenberg, dean of the University 
Medical School, presiding. Biophysics 
of sound preception will be considered 
with respect to anatomy and _ physi- 
ology. The pathological and emo- 
tional effects of sound also will be 
studied. In the afternoon session, 
audiometry and occupational deafness 
will be considered and field investiga- 
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tions on the effects of sound on plant 
personnel and military personnel will 
be reported upon. 

Among those who will discuss these 
subjects will be Barry J. Anson, 
Ph.D., professor of anatomy, North- 
western University Medical School; 
Heinrich G. Kobrak, M.D., associate 
professor of Otolaryngology, Uni- 
versity of Chicago; Stacy R. Guild, 
Ph.D., associate professor of Otology, 
Johns Hopkins University School of 


Medicine; Karl D. Kryter, Ph.D., 
director of Human Resources Re- 
search Laboratories, Headquarters 


Command, Bolling Air Force Base; 
Charles E. Kinney, M.D., Otologist, 
Cleveland Public and Parochial 
Schools; Howard P. House, M.D., 
chairman, sub-committee on Noise in 
Industry, American Academy of Oph- 
thalmology and Otolaryngology; 
Douglas E. Wheeler, Ph.D., field rep- 
resentative, sub-committee on Noise in 
Industry, American Academy of Oph- 
thalmology, and Aram Golrig, M.D., 
director, Auditory and Speech Cor- 
rection Center, Forest Glenn Section, 
Walter Reed General Hospital. 
Other sessions will be devoted to 
study of sound instruments to meas- 
ure sound, ultrasonics, mechanical vi- 
bration, and sound control. Medical 
doctors and other scientists in the in- 
creasingly important study of wanted 
and unwanted sound, will present tech- 
nical papers and lead discussions dur- 
ing this “school on sound,” first of its 
kind ever conducted in this country. 


BOOKS AND CATALOGS 


Publication of a new fifty-six page 
book, Production Control Systems and 
Procedures, has been announced by the 
Management Controls Division of 
Remington Rand. Free to all inter- 
ested executives, the book details a 


unique method of materials control 
that results in a shorter production 
planning cycle while speeding produc- 
tion by eliminating the causes of var- 
ied delays on the production line. 
The book, fully illustrated with typi- 
cal forms and procedure charts, out- 
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ADD UP THE ASSETS 


that Hammermill Ledger brings to your business 


1. A non-glare finish saves eyestrain, speeds work, stands erasures and rewriting. 
2. A firm surface rules perfectly, provides clean printing on accurate forms. 


3. A splendid texture for typing and writing. (For machine posting there is the special 


finish identified by the watermark ‘Posting Finish.’’) 


4. Strength and durability assure fine appearance even after years of repeated handling. 


You can obtain business 
printing on Hammermill 
papers wherever you see 
this shield ona printer's shop 
window. Let it be your as- 
surance of quality printing. 
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IT ADDS UP to a superior ledger paper that thousands of 
business firms have standardized on ... one that’s been 
making accountants’ work easier for more than 
37 years! 


SEND COUPON FOR FREE SAMPLE BOOK! 


Hammermill Paper Company, 
1471 East Lake Road, Erie 6, Pa. 
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BOOKS AND CATALOGS 


(Conunued) 


lines complete procedures for engi- 
neering, production planning and prog- 
ress, machine load, material and tool 
procurement and control. Included is 
a typical case history which reviews 
an installation that has been a suc- 
cessful operation for several years. 
Production executives will find the 
book a timely and valuable addition 
to their reference library during these 
critical days when effective and eco- 
nomical production control is of such 
extreme importance. Interested execu- 
tives can receive their copy simply by 
directing a request for publication X- 
1268, Production Control Systems and 
Procedures, to Remington Rand Inc., 
315 Fourth Avenue, New York 10. 


Sales volume figures alone are not 
adequate for measuring the perform- 
ance of individual sales territories be- 
cause they give no indication as to 
whether a territory has produced a 
profit, according to a research study. 
“The Assignment of Nonmanufactur- 
ing Costs to Territories and Other 
Segments,” just issued by the National 
Association of Cost Accountants, 505 
Park Ave., New York 22. 

In addition to an adequate sales vol- 
ume, the report declares, expenses 
must be kept within proper limits for 
the volume and characteristics of a 
territory. To determine these limits, 
cost and profit margin data are needed 
for individual sales territories, it was 
pointed out, so that management maj 
decide what geographical areas _ its 
products can be sold in to best ad- 
vantage. 

The principal objectives which 
prompt progressive company manage- 
ments to analyze their nonmanufac- 
turing costs by territories, as revealed 
by the N. A. C. A. study, are as 
follows: 


1. To determine profitability of each 
geographical unit in the company’s 
marketing area. In this case, manu- 
facturing costs and sales must also be 
anayzed by territories. 

2. To estimate the effect which a 
proposed change in territorial opera- 
tions can be expected to have on oper- 
ations. 

3. To measure the effectiveness with 
which management in charge of at 
individual territory is doing its work. 


“Brass Tacks of Skill Building in 
Shorthand” is the title of a new text- 
book with a how-to-do-it approach to 
the methods of building shorthand 
skill. Written by Hazel A. Flood, as- 
sistant professor, business education, 
Mankato State Teachers College, Man- 
kato, Minn., the book is published by 
Prentice-Hall, Inc., 70 Fifth Ave., New 
York 11. It has 192 pages, measures 
55% inches by 8% inches, and is cloth 
bound. 

(To page 68) 
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ACE CLIPPER ACE PILOT 


ACE STANDARD 


; Get the ACE Stapler Habit 
i It Can Save You Hours Every Month! 


rf N ACE Stapler is a must on every desk. For, it’s surprising how 
A much time it saves! Papers, from two to many, are fastened quickly, 
j evenly, securely by this finest of all Stapling Machines. The complete 


s line of ACE Stapling Equipment offers a model for every purpose and 
in every price range. No matter which one you acquire for your 
: own, you can depend upon it to keep on giving the same smooth, 
unfailing service, indefinitely! 


Millions of users find the ACE Staple Remover and ACE Staples equally 
indispensable. Like ACE Stapling Machines, they are made with watch- 
like precision, from the finest materials . . the biggest value the stapling 
equipment dollar ever bought! Ask for ACE Stapling Equipment at your 
h nearest dealer today! 


re ACE STAPLES 
i SOLD THROUGH DEALERS EXCLUSIVELY 

ye 

a HOW THE ACE PROCESS MAKES ACE STAPLES STRONGER 

A- Ace engineers hove developed a process which gives ACE Staples the exact 


degree of cabins and rigidity needed to insure greater tensile penetroting 
strength. FIG. 1: Shows @ cross-section of an ALL-ROUND steel wire. Ace uses 
h only premium, precision-mode, accurately drawn-to-size steel wire. FIG. 2: 
Shows the all-round stee! wire after being treated by the ACE PROCESS. This 
HH gives maximum strength on the outer edge where it is needed most FIG. 1 FIG. 2 


ACE STAPLE 
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8 ACE ole ial 2: CORPORATION © 3415 NORTH ASHLAND AVENUE » CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST MONTREAL 
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BOOKS AND CATALOGS 
(Continued) 


The text breaks the study of build- 
ing shorthand skill into specific skills 
and treats each one separately. Step- 
by-step it shows the student how to 
master each skill as quickly and easily 
as possible. In addition to the material 
based on original research, the book 
includes a synthesis of the latest 
methods discussed in current profes- 
sional journals. It may be used as a 
basic text on methods of teaching any 
system in shorthand, or as a handbook 
for personal use. 


A new service to architects, contrac- 
tors and businesses concerned with 
building construction and decoration 
is being launched by Architects Wall- 
coverings, Inc., 250 Fifth Ave., New 
York. Herman Neumann, an archi- 
tect, has styled the firm’s sample book, 
which offers in one compact volume 
a comprehensive selection of wallcov- 
erings expressly chosen for architec- 
tural purposes. 

The new sample book, which is cur- 
rently being mailed out, provides a 
shelf-size catalog of all types of wall- 
coverings, ranging from washable and 
plastic papers to fabric-backed tex- 
tures and patterns. The emphasis is 
on durable, washable materials, suit- 


Today’s rising office costs make true 
economy in your office machine sup- 
plies more important than ever. 
Start slashing those costs now, with 
Remington Rand typing aids and 
supplies like — 

Line-a-time Copyholder ... Less 
operator fatigue and increased typ- 
ing production as Line-a-time holds 
copy right before the typist’s eyes 
in natural reading position. 

Mylex ... The all-nylon typewriter 
ribbon that’s breaking all records 


Portrait of office economy 


for longer wear and executive cal- 
iber printwork. 
Patrician Carbon Paper... For 
faster, easier, cleaner handling with 
a bonus of more good carbon copies 
per sheet. 
Rem-Masters...The best in hecto- 
graph masters for quick production 
of sharp, legible multiple copies. 
For true economy in your office 
supplies, just call your nearest Rem- 
ington Rand Business Equipment 
Center today or use the coupon. 


Room 2396, 315 Fourth Avenue, New York 10, N. Y. 


I We would like more information on [] Line-a-time Copyholder [] Nylex Ribbon | 
(CD Patrician Carbon Paper [] Rem-Masters. 
| Name — | 
| Company ae | 
| Address he a i ae 
; City EE Stete___ ; 
I sae abl ged sale ll> es sein inh ap ssc: ce: cms li si lips ta ee eon‘ tg ei is ta J 
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able for installations in offices, schools, 
hospitals, etc. 

The book may be obtained from 
Architects Wallcoverings, Inc., free of 
charge, but the firm is asking a $5 de- 
posit, which is deductible from pur- 
chases aggregating $200. 


A new catalog furnishing details of 
a series of aquatint engravings and 
genuine etchings in color, ideal for 
office or home decoration, has been 
prepared by the Old Print Center of 
Camilla Lucas, 36 W. 47th St., New 
York. 

The views covered by the catalog in- 
clude twelve scenes of old New York 
and one of old Chicago; also others 
dealing with law, baseball, coaching 
and golf. Copies of the catalog may 
be obtained from the firm at a cost of 
ten cents, to cover mailing and han- 
dling charges. 


“Beauty and the Best” is the title of 
a new 4-page illustrated folder recent- 
ly issued for secretaries, stenographers 
and typists by Remington Rand Inc., 
315 Fourth Ave., New York 10. De- 
scribing the Remington Rand Electri- 
conomy Typewriter, the folder details 
the features of the all-electric ma- 
chine. 

In addition to this folder, Reming- 
ton Rand will also send a copy of 
“How to be a Super Secretary” 
(R7936) to any secretary, stenographer 
or typist. 


ASSOCIATION NEWS 


Roswell S. Muller, senior methods 
analyst of the Metropolitan Life In- 
surance Co., will discuss “What the 
Supervisor Should Understand About 
Training” at a meeting of the Records 
Management Association of New York 
at the Women’s National Republican 
Club, 3 W. 51st St., at 7:30 p.m. Mon- 
day, January 14. 


The Transcription Supervisors’ As- 
sociation will hold a dinner meeting 
at Whyte’s Restaurant in New York 
at 6:30 p.m. on January 14. The 
speaker will be Miss Mary E. Tuttle, 
director of personnel for RKO Service 
Corp. Miss Tuttle will speak on the 
subject of “Increasing Use of .the 
Older and Disabled Worker.” 


The National Office Management 
Association reports that its Area 2 
conference, embracing chapters in Bal- 
timore, Md., Harrisburg, Lancaster, 
York, Philadelphia and Scranton, Pa., 
Wilmington, Del., Trenton, N. J., and 
Washington, D. C., will be held at the 
Chalfonte-Haddon Hall Hotel at At- 
lantic City, N. J., on April 25 and 26. 

R. F. Brown, Area 2 director, and 
L. J. Holt, conference chairman, met 
with Charles Bové, Earl Herring, Er- 
nest Pullen, E. H. Whitlam, R. A. 
Lewis and Hal Grebbe, National Of- 
fice Representative, in October to lay 
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“What a deal! Two desk 
dispensers for the price of one!”’ 


SPECIAL OFFER! Your stationer is 
featuring a real combination deal for a limited 
time ...12 rolls of ‘“‘SScotch’’ cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 
See your stationer today...tell him you 
want Deal ‘“‘S’’. It’s a real opportunity to equip 
every desk in your office with a time-saving, 
work-saving Desk Dispenser and “‘Scotch”’ cello- 
phane tape! 
January, 1952 


The term “‘Scotch’’ and the plaid design are registered trade marks for the 
more than 100 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota 
Mining & Mfg. Co., St. Paul 6, Minn.—also makers of “‘Scotch’’ Sound Re- 
cording =, ““Underseal”’ Rubberized Coating, ‘“‘Scotchlite’’ Reflective 
Sheeting, “ ~ | toll eg ry “3M” Abrasives, “3M" Ad- 
hesives. General E. ining & Mfg. Co., International Division, 
270 Park Avenue, New York 17, N. Y. In Canada: Minnesota Mining & Mfg. 
of Canada, Ltd., London, Canada. 


xport: Minn. 
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ASSOCIATION NEWS 


(Continued) 


the groundwork for the conference.. 
Meetings are planned from 10 a.m. to 
+ p.m. on Friday, April 25, with a 
banquet in the evening, and more meet- 
ings on Saturday morning, April 26, 
followed by a luncheon. 

A program with speakers of na- 
tional prominence, and technical ses- 
sions are being arranged. Particular 
attention is being given to the enter- 
tainment for wives of NOMA mem- 
bers who are looking forward to a 
weekend at the beautiful Chalfonte- 


Haddon Hall Hotel in April. 

While the Atlantic City conference 
is being sponsored by the chapters 
comprising Area 2, invitations to other 
chapter members and to non-members 
and their wives will be extended. In 
any event, “Atlantic City in April!” is 
the slogan of eleven hundred members 
of the National Office Managemeut 
Association Chapters in Area 2. 


Two new chapters have been ac- 
cepted in the Systems and Procedures 
Association of America at a meeting 
of the National Board of Directors in 
Philadelphia, A. L. Mettler of the Elec- 
tric Storage Battery Co., SPAA presi- 
dent, announced recently. The new 
members are the Twin Cities Chapter, 


B. F. GOODRICH 


PLATENS 


in all your typewriters ! 
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An Investment in Efficiency . . . 


because it takes the best to get the most out 
of your typewriters and the people who use 
them. Every B. F. Goodrich platen is factory 


tested and quality guaranteed to give you 


more efficient performance—plus longer wear! 


Ask your local typewriter dealer for 
B. F. GOODRICH—THE QUALITY PLATEN 


Nationally distributed by 


World Wide Distributors 
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representing industry in the vicinity of 
Minneapolis and St. Paul, Minn., and 
the Saudi Arabia Chapter, comprising 
industrial representatives in that area, 

Mr. Mettler pointed out that the 
Saudi Arabia Chapter was the first to 
join the Systems outside the contin- 
ental limits of North America. Chair- 
man of the committee founding the 
new Chapter was J. V. Fullerton of 
the Arabian American Oil Co. and was 
organized under the sponsorship of 
W. B. Worthington of the Emerson 
Engineers. 

Officers of the Twin Cities Chapter 
are Norman G. Dietz, Cargill, Inc., 
president; John L. Walton, Powers 
Dry Goods Co., vice-president; Bert 
Gustafson, Gamble-Skagmo, Inc., 
secretary; J. B. Annet, Investors Di- 
versified Services, treasurer, and Frank 
L. Roth, Grant Storage Battery Co., 
director at large. 

The SPAA has a membership oi 
600 serving industry’s executive man- 
agement. Organized in 16 chapters in 
the major cities of the U. S. and Can- 
ada, its members represent manage- 
ment in all aspects of administrative 
planning and organizational activities 


Three members of the Acoustical 
Materials Association will speak at a 
three-day training course on noise to 
be held at the University of Michigan 
in February, it was announced recent- 
ly by Wallace Waterfall, executive 
secretary of the association. 

The course on “The 
Spectrum-Sound—Wanted and Un- 
wanted” is being sponsored by the 
University of Michigan School of Pub- 
lic Health in collaboration with the 
Institute of Industrial Health. 

Hale J. Sabine, Celotex Corp., will 
speak Tuesday morning, February 5, 
on “Sound and Its Behavior,” while 
William A. Jack, Johns Manville Re- 
search Center, will discuss “Control of 
Sustained Noise” on Thursday morn- 
ing, February 7. Allen Wilson, Celo- 
tex Corp., is a member of the planning 
committee and will preside at the 
Tuesday afternoon session. 

Applications for enrollment in the 
course should be submitted in writing 
to R. E. Miller, School of Public 
Health, University of Michigan, Ann 
Arbor, Mich. 


Acoustical 


For the tenth consecutive year the 
Office Management Association of 
Chicago will conduct its annual semi- 
nar and business show at the Conrad 
Hilton Hotel (formery the Stevens) 
in Chicago. The seminar, co-sponsored 
by Northwestern University, will be 
held on February 25, 26 and 27. The 
business show, in the Hilton's exhi- 
bition hall, will start concurrently with 
the seminar but will continue an extra 
day and close the evening of the 28th. 

A good cross section of American 
management is represented among the 
seminar speakers. W. A. Patterson, 
president of United Airlines, Leonard 
Spacek, managing partner of Arthur 
Anderson & Co., Harry Wylie of Pure 
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of 0 Co. Dr. B. F. Lounsbury of 

d Commonwealth Edison, Russell Cans- 

zg ex, Northwestern University, Ray Ep- 

a. pert, Burroughs Adding Machine Co., 

e Vera Green, Botwinik Bros. and Louis 

° Duenwig of Detroit Edison will all 

ps geak on various phases of the semi- 5 

Pe nar theme, “Management-Manpower- 

e Methods.” J. W. Rees of Pure Oil will here s a 


of head a panel discussion on “Salary Ad- 

Ss ministration and Salary Stabilization.” 

f The opening welcome address will be ree 0) 0 

n given by J. Roscoe Miller, president 

of Northwestern University, and the 3 enne 
C banquet talk will be made by Everett you G be willing 
fT. Dirksen, junior Senator from 

“S Illinois. ‘ é 
rt Seventy-six exhibitors will fill the to pay Ore 
ba 38,000 square feet of the Hilton ex- 
i- hibition h2ll with the newest develop- 
iN ments in office machines, equipment 
ee and systems. Some 30,000 office execu- 
tives and supervisors are expected to -— 


ri view the various exhibits. z 

l- 

n 

i- York Chapter, National Office Man- a 

Ks agement Association, York, Pa., held < \nneeneremmmematininti . | ; : 
e a dinner-meeting recently at the West = reo cy ped 

5 York Inn, when “Personal and Public do s En cro a 


Relations Problems” was the subject 
al discussed by Henry Hubbard, manage- 


_ of PRODUCTION FORMS 


a ment consultant, Rogers, Slade and 

° Hill, New York. S. Ray Leach was “ 

n in charge of arrangements and John : i 

z Sion, Guscitins scctuiety of tus It contains fifty pages of helpful information about your 


e Manufacturers’ Association of York, fourteen basic production forms, telling . . . 


was discussion leader. @ what the form is 


: @ why it’s used 
“ The Accounting Division of the As- @ where it originates 
t sociation of American Railroads will @ who uses it 
. hold its 58th annual convention at the how the ie distributed 
Book-Cadillac Hotel in Detroit, Tues- ° wai oe “a — 
7 day through Friday, June 10-13. @ details of design 
“4° 
5. The exhibit space has been arranged Production Orders, Stock Withdrawals, Material Transfers, 
“ so that all members of the accounting Rejection Reports...many of the forms you might use in your 


division and guests must pass through 
if that section. The division is also go- 
ing to request the railroads of the en- 


factory...are covered. For each form there’s a whole page 
devoted to its layout; another tells what, where, why, and who 


“ tire country to send their key person- uses it; other pages give distribution and design. 

a nel to Detroit for the sole purpose of In other words, if you want to know something about 

o seeing the latest in office equipment. production forms, you can find it in this book. ' 
7 

1e A student design competition, with Many years’ research on thousands of forms are behind it 

hid $2,000 in prizes for the best designs Yet Uarco offers this book free! Why? Just to help you under- 

rs for an office desk and matching chair, stand the use of these important forms. For in that way can- 


1 has been announced by The Wood 
Office Furniture Institute, the trade as- 
sociation of manufacturers of wood 


you buy them intelligently...hence gain the real efficiency 
that the right business forms can give you. 


le office furniture. 
of The competition, running from Janu- Pin This Coupon to Your Letterhead and Mail It to Varco 
i= aty 1 through midnight of April 15, 
id is open to students of accredited Gar Vous Gren Gag, Seduyt 
“ schools of architecture, industrial de- 
‘ sign, art and related fields. The Insti- 
pe tute will award a grand prize of $1,000, T wanes aneesenees 
he a $500 second prize, a $250 third prize Room 1620, 141 W. Jackson Blvd. 
I~ and five additional prizes of $50 each. Chicago 4, Illinois 
7 Designs should be suitable for gen- i ] Please send my copy of the Encyclopedia of Production 
iy tral office, and may provide for a UARCO 
a  ypad of oor age tga ; RE ccenuegpows Sithedcewpie Wee sebtivbeduieTeesebees 
as common office machines. En- 

he tries will be judged on the basis of INCORPORATED Title. .... eeeeeee 00 cc ck cccccdcccccccecccocesscece | 
n, originality of design, utility, and : : 
rd economy and feasibility of production. Fottotiét: Chicago: Cleveland Line of Business...ccceesseeses eoccccccoscescocosoece ove ' 
vad Rules, information and an entry cea eae i | | 
= 3 Watseka, Ill.—Sales Representa» MADR cccccccceessesic Clty & Stake. vescccncvecdedcees ° 

blank are incorporated in a booklet tives in all principal cities. —— — — EE OOO j 
52 
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MARGINALLY PUNCHED 


CONTINUOUS 
FORMS 


CARBON INTERLEAVED 
FOR ALL TABULATING, 


TELETYPE & ACCOUNTING . 


MACHINES 


PROMPT DELIVERY! 
90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—Today! 
No Obligation 


ALFRED ALLEN WATTS CO., INC. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Plants: New York City 
Newark, N. J. Belleville, N. J. 


ASSOCIATION NEWS 


(Continued) 


which may be obtained from The 
Wood Office Furniture Institute, 730 
11th St., N. W., Washington 1, D. C. 

Judges for the competition are: 
Kenneth H. Kipnen, of the Kenneth 
H. Ripnen Co., Inc., New York, office 
planning architects; Carl Rishell, di- 
rector of research, National Lumber 
Manufacturers Association, Washing- 
ton, D. C. A third judge, to be an- 
nounced, will be appointed by the So- 
ciety of Industrial Designers. 


TO THE EDITOR 


THAT CENTER DRAWER 
Eprror: 

In reply to the “streamlined execu- 
tive” who wrote you recently con- 
cerning the center drawer: 

As an industrial designer, and one 
who has recently completed some ex- 
ecutive office furniture without a cen- 
ter drawer, let me tell him why we 
did not include this particular drawer. 

In checking consumers we found 
that only 30 per cent of the users of 
twin pedestal desks actually used the 
drawer space in both pedestals. Quite 
frequently they stored milk bottles, a 
quick drink, and other personal be- 


longings in one side and kept:a mis- 
cellaneous file concerning their work 
in another. One of the reasons for 
this was that all important files were 
kept in a central filing area and there- 
fore the executive had no reason to 
have a personal file concerning com- 
pany business in his own desk. In 
fact it was considered in many cases 
unwise for a number of reasons that 
any office manager would know. 

The center drawer in the desks that 
were equipped with this drawer were 
found to be generally full of miscel- 
laneous knick-knacks and the portion 
from four inches back was filled with 
items that had been frequently listed 
in the lost column, since the executive 
rarely pulled his drawer back toward 
himself far enough to actually find 
stuff that was in the back of the 
drawer. 

In checking the drawer depth on the 
top drawer of the right and left hand 
pedestal, we found that, on the aver- 
age, the drawer being some three to 
four inches in depth was actually used 
only for the first two inches. Also 
we found that if a small drawer to 
contain the normal miscellaneous col- 
lection that is in the center drawer 
were put in the top part of the right 
or left top pedestal drawer, it allowed 
the executive much easier access to 
the space. By cutting down the depth 
of the drawer to one-half of the depth 
of the total drawer, we were able to 
give him a sliding drawer that would 
move out of the way and utilize the 


WORDEN 


HOLLAND mic 


With the Worden 
SECRA-TYPE DESK in 
beautiful Walnut or 
Oak wood, enables you 
to offer an article that 
appeals to Manage- 
ment because it con- 
tributes to more effi- 
cient and speedy out- 
put by employees. 


Of great importance, 
this desk contains a 


stationery compart- 
ment (as well as a 
typewriter) placing 


letter heads, envelo 
and other supplies 
where they are in- 
stantly accessible, 
without turning con- 
stantly from one side 
of the desk to the 
other. Available in 
sizes as large as 60” 
with stationery com- 
artment and in 36” 
ength without the 
compartment. 


MORE TYPISTS 
IN LESS FLOORSPACE 


No. 242ST—42x32" Patent No. 2133807 


Flat top desks of excellent construction 


and finish, to match. 


Literature showing complete line is available 


upon request. 


The WORDEN Company 


200 East 17th Street « Holland, Michigan 
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Direct Mail Idea: 


Insist on Sheppard Envelopes 
with the tangy mint-flavored 
sealing Hap. 


Increase your returns at no extra 
cost by using line above under gum 


a your business reply envelopes. 


" ENVELOPE CO. 


One Envelope Terrace, Worcester 4, Mass. 


Write for Free Insurance Envelope Folder + 46 


FOLDING | 
MADE EASY 


Now get easy, fast folding of 
anything you mail. Eliminate 
slow, costly hand folding with 
the new 4 B. Dick Folding 
Machine. 

Learn in 5 minutes how_to 
make all standard folds. Just 
use the Quick-Set Fold Chart. 
No measuring! No computing! 
Send coupon for details. 


EXCLUSIVE Quick-Set Fold 
Chart. No guesswork! 


"A. B. DICK COMPANY 


Dept. OM-152 
5700 W. Tohy Ave. 
Chicago 31, Ill. 
I’'dlikemoreinformationon saving with 
the new A. B. Dick Folding Machine. 


total depth of the drawer to much bet-\ 
ter advantage than had previously been 
done. 

Another factor in today’s design 
which is a haunting spectre to us all 
is that of cost. In putting a center 
drawer in the desk you must of neces- 
sity reinforce the top slab to a much 
greater degree than would normally 
be necessary, due to the side rails 
that are in position directly under the 
desk top. When these side rails, that 
normally reinforce the top, are cut to 
allow the center drawer you have cut 
away a great portion of the supporting 
members for the desk top and this 
strength must be reinserted at some 
other point at an additional cost. 

These reasons, by and large, account 
for the majority of deletions concern- 
ing center drawers. 


Raymond Spilman 
Industrial Designer, New York 


COMING EVENTS 


National Association of Purchasing 
Agents 
February 11-12 
General Office Buyers’ Group 
Annual Mid-Winter Conference 
Midston House, New York 


Office Management Association 
of Chicago 
February 25-27 
Annual OMAC Seminar and 
Business Show 
Conrad Hilton Hotel, Chicago 


British Industries Fair 
May 5-6 
London and Birmingham, England 


National Electrical Manufacturers 
Association 
May 6-9 
4th International Lighting Exposition 
Sponsored by The Industrial and 
Commercial Lighting Equipment 
Section, Cleveland Auditorium 


Controllers Congress 
of the National Retail Dry Goods 
Association 
May 26-29 
Annual Convention 
Hotel Roosevelt, New York 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


Accounting Division 
of the Association of American 
Railroads 
June 10-13 


58th Annual Convention 
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Book-Cadillac Hotel, Detroit 
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TOO 
BUSY FOR 
Business 2 


Is your switchboard a bottle- 
neck? It is whenever it’s too 
busy with inside traffic to han- 
dle incoming and out-going 
outside calls! 


TAKE THE LOAD 
OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automat- 
ically and without an oper- 
ator) handles all inside com- 
munications independently of 
your switchboard — permits 
you to talk privately to from 
one to fifty-five stations, indi- 
vidually or collectively! 
SELECT-O-PHONE saves man- 
power, helps expedite orders, 
puts action into ideas — frees 
your city phones for profit- 
making calls. 


GET THE FACTS! 
Mail coupon today for full 
information. 


KELLOGG 
Seleét-O-Phone, 


THE /S(0€ VOICE OF BUSINESS 


SELECT-O-PHONE DIVISION, Dept. 17-A 


Kell Switchboard and Supply Company 
6650 S. Cicero Ave., Chicago 38, Ill. 


Please rush dota explaining how | can sove hours and 
dollars with SELECT-O-PHONE. 


NAME 
COMPANY - 
oe ll ehLhLULUh 
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AN EXECUTIVE CONFERENCE 
DESK DESIGNED SPECIFICALLY 
FOR TODAY'S 


WORKING EXECUTIVE 


This “man-sized" Conference Desk by 
Imperial gives lots of elbow-room to the 
executive who likes to work in comfort. 


It's ideal, too, for staff conferences, inter- 
views and general all-around discussions 
where lots of leg room and ample desk top 
space is needed. 

The Conference Desk is just one model in 
the complete Wiltshire line of smartly styled, 
modern office pieces. Ask to see the entire 
line at your dealer! 


wiltshire modern 
by Imperial 


libmperial 
“@@sk company 


Write for Imperial's Office Planning kit . . . com- 
plete with floor layout, cut-outs of standard office 
units, decorating hints, etc., and ask for name of 
your nearest Imperial Dealer. 


National Office Management 
Association 
announces the 
“all-Purpose” Business Show for 1952 
held in conjunction with our 
33rd International Conference 


cooperating groups: 


Office Equipment Manufacturers Institute 
Metal Business Equipment Industry 
Wood Office Furniture Institute 


San Francisco 
California ... 
Civic Auditorium 
May 
19, 20, 21, 22 
1952 


For Complete Information 
Regarding Available Space, Write: 


132 W. Chelten Ave. 
NOMA Philadelphia 44, Pa, 
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ASSOCIATION NEWS 
(From page 72) 


The annual Mid-Winter Conference 
of the General Office Buyers’ Group 
of the National Association of Pur- 
chasing Agents has been scheduled for 
February 11-12 at the Midston House, 
22 E. 38th St., New York. The princi- 
pal items on the program will be 
round-table discussions of buying in a 
semi-war economy, management of 
the purchasing department and current 
trends in the buying field. Plant visits 
and inspection tours are also planned. 

All members are invited to submit 
suggestions for the program to Ken- 
neth M. Reed, director of purchases of 
the Mutual Benefit Life Insurance 
Co., Newark, N. J., who is chairman 
of the Conference. The co-chairmen 
are Ernest J. Keyser, Keystone Auto- 
mobile Club, Philadelphia, Pa.; Saul 
B. Mevorach, Consolidated Taxpayers 
Mutual Insurance Co., New York, and 
Richard M. Samuel, Commercial In- 
vestment Trust Inc., New York. 


The International Organization for 
Standardization (ISO) will hold its 
triennial meeting at Columbia Univer- 
sity in New York City, June 9-21, 
1952. The announcement was made by 
the American Standards Association, 
U.S. member of the ISO, which will 
act as host. 

Delegates from the 32 member na- 
tions will take part in the ISO Gen- 
eral Assembly, which last met in Paris 
in 1949. Meetings of the ISO Council 
and a number of its technical commit- 
tees will also be held during the two- 
week session. 

The ISO is the international clear- 
inghouse for the national standards 
bodies of most industrial countries. It 
is recognized by the United Nations 
as the authoritative channel through 
which standardization on an interna- 
tional level is carried out. Seventy-six 
technical committees are now working 
on projects in such fields as screw 
threads, plastics, packaging of frozen 
foods, iron and steel, textiles, gears, 
laboratory glassware, rubber, radio- 
communication, graphic symbols, ete. 

M. Albert Coquot, president of the 
French Standards Association, is 
president of ISO. The secretary gen- 
eral is Henry St. Leger, with head- 
quarters in Geneva, Switzerland. 


NEW DESK PENCIL SHARPENERS 

Among the Dux Variable line of 
desk and pocket pencil sharpeners im- 
ported by Fred Baumgarten, 675 Cool- 
edge Ave., Atlanta 6, Ga., are two new 
desk models, 9707N and 9209NB. Both 
have receptacles for shavings, the first 
for regular size pencils and the latter 
for both standard size and thick color 
pencils or crayons. They are precision 
instruments, individually tested and 
designed for. long life, with spare 
blades available. 
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What YOU 


can do... 
Must do 


to ease the Gritica/ 
iron and stee/ 


serap problem 


It’s a problem calling for the assistance 
of every thoughtful business man—now. 

Unless the steel mills get more scrap. . . 
furnaces may have to be shut down. 

Shut down—at a time when our armed 
forces need more and more equipment. . . 
when civilian demands for steel are greater 
than ever . . . when our economy is fight- 
ing desperately against inflation! 

You Can Help. Yes. . . regardless of the 
business you’re in . . . you’re in the’scrap 
business, too. 

If you’re in the steel-fabricating bus- 


Office Management and Equipment 
The Office Executives Own Magazine 


212 FIFTH AVENUE 


A Geyer Publication 


January, 1952 


This advertisement is 
a contribution, in the national interest, by 


iness, you have extra dormant scrap to be 
added to your production scrap. 

If you’re in any other business, you 
surely have idle metal that will do you— 
and America—more good being fed into 
furnaces than cluttering up your premises. 


Write for Suggestions. The booklet 
shown here tells how to set up a Scrap 
Salvage Program with least amount of 
effort and minimum interference with your 
regular operation. It tells where to look for 
scrap, what to do with it when vou get it. 

You are urged to send for the booklet 


L 


now. Use the coupon. 
FACTS ABOUT SCRAP SALVAGE | 


Steel production 1950 — 97,800,000 net tows 
Estimated capacity 1952 — 119,500,000 net tons 
Purchased ; 

scrap used* 1950 — 29,500,000 gross tons 


Estimated purchased 
scrap requirement * 1952 — 36,200,000 gross tons 
*All consumers 

Where will the extra tonnage come 
from? Mostly from your dormant metal— 
obsolete machines and structures, tools, 
jigs, fixtures, gears, wheels, chains, track. 


NON FERROUS METAL NEEDED, TOO: 


Advertising Council 
25 W. 45th St. 
New York 19, N. Y. 


Please send me a copy of the free booklet: “Top Manage- 


ment: Your Program for Emergency Scrap Recovery”. 


TE saws hestectotnecnecenkanglensiieatinnseaeeae 

CES nk on¥eentae ce GR. ss sdacduse 

MIE, «5 vtech ategdocte<avovensenessseqeeunel seeee 
NEW YORK, N. Y. 
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Your office chair 


--if you replace 
worn casters with 


Easier-swiveling, due to 
exclusive, two-level, ball- 
bearing construction. 
Finest made. Soft rub- 
ber-tread or solid compo- 
sition wheels. Types for 
all office chairs. 


Bassick “‘Diamond-Arrows 


They’re worth keeping after! Though today’s shortages and 
pepular demand make Bassick Casters scarce, your office 
furniture dealer will get them for you! THe Bassick CoMPANY, 
Bridgeport 2, Conn. In Canada: Belleville, Ont. 


STEWART 


sw 


WARNER 


ay Bassick 


MAKING MORE KINDS OF CASTERS ... MAKING CASTERS DO MORE 
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Internal auditor 
(From page 23) 


everyone is happy. But sometimes the very investiga- 
tion turns up unexpected opportunities to save in 
some related area which no one had bothered to con- 
sider. This was the case when one internal auditor 
looked into the apparently excessive overtime paid to 
switchboard operators. The reason for the overtime, 
he was told, was that the board had to stay open 
longer than factory hours. The auditor then inquired 
of the telephone company whether the labor bill could 
be reduced by hiring more regular operators on a 
different shift arrangement. None of the alternatives 
for getting most of the work done on straight time 
worked out to a saving, but the analysis gave the 
telephone company expert a chance to point out the 
very high proportion of internal calls. At his sugges- 
tion, an inter-office dial system was installed which 
elminated several regular switchboard employees. 
SUPER-CLEAN 

Company-wide application of policies arising out of 
only one phase of the business frequently results in 
waste. Inefficiency of this type is particularly hard 
to detect because it is built into the traditions of the 
business. Food processing, for instance, is an industry 
in which cleanliness must be a fetish. It took the 
internal auditor of one food company to point out 
that overcleaning of its office could not possibly safe- 
guard its product! 

While tracing down a sharp rise in office mainte- 
nance costs, he discovered that the cleaning force had 
gradually grown to thirty workers. In order to get 
an outside check, he inquired of office cleaning serv- 
ices how many hours of labor they figured it took a 
week to clean a square foot of office space. Estimates 
were way under the labor time per square foot ex- 
pended by the company’s own staff. However, when 
he asked for bids on the cleaning job, he discovered 
that the company’s staff was maintaining exorbitant 
standards. Rugs were vacuumed every night. Walls 
were wiped down twice a week. Worst of all, floors 
were being waxed weekly, which meant that the ac- 
cumulation of wax had to be removed in a special 
operation every three months. 

These practices had been set up years before, per- 
haps when the office and plant were in the same build- 
ing. Their extravagance had passed unnoticed until 
the wages of the cleaning force rose and inadequate 
supervision of cleaning at night led to haphazard 
additions to the staff. True to the traditions of the 
food industry, the office manager elected to retain di- 
rect control over the cleaning operation, but reduced 
the frequency of waxings and wipings to conform 
with regular office cleaning standards. The change 
saved the company $30,000 a year. 

Internal auditing is so new that many office mana- 
gers fail to realize that the internal auditor can be 
far more than a policeman. ‘Traditionally he is re- 
sponsible for checking and validating the figures be- 
hind balance sheets and profit and loss statements. 
His approach is statistical, but behind the figures are 
operations which, if they are inefficient and unneces- 
sary, can cost the company far more money than an 
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EXCEPTIONALLY 


1-TIME 
CARBON 
FORMS 


FAST DELIVERIES 


FORMS 


= __|| COMMERCIAL 


MANIFOLD 
BOOKS 


a HOM AL : ‘ ENVELOPES 


STAONAL Crayons fill every bill be- 


cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1—For general checking 

No. 1 —CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 


_ 


No. 4—For Glass, Cellophane, Plastics, Wax Paper ae 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

ihe, St<aller santas Sdibhe We not only SELL... but SERVE a4 well / 


No. 29—For Green, Wet or Dry Lumber ESTABLISHED 1920 
No. 295—For Silk, Rayon and similar fabrics é 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


_ PRINTING ¢ STATIONERY CO., INC. . 


ee ee Nok 7, Algonquin 5-4530-1-2-3-4 


121 VARICK STREET, NEW YORK 13, N. Y. 
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occasional misappropriation of company funds. As 
offices grow larger and more cumbersome to handle 
a rising volume of clerical operations, his insight into 
the blind spots of men on the ground will prove in- 
creasingly valuable not only in saving money, but in 
ferreting out weaknesses which slow up production. 


Analyzing the boss 
(From page 27) 
personal habits such as bad breath, dandruff, and the 
like? 

(16) Am I a good listener? 

(17) Am I cooperative with subordinates as well 
as associates and superiors? 

(18) Can I smile easily? 

(19) Am I considerate about 
others? 

(20) Do I have a sense of humor? 

Now, Mr. Executive, if you feel that after testing 
yourself, your top-drawer rating is too high—if you 
feel you have been too well trained for your own 
good, then it may be high time to analyze the ways 
and means for decreasing your office popularity quick- 
ly and effectively. This requires just as much effort, 
and sometimes more, because you must keep your 
mind on it constantly in order to do a thorough job 
of making your associates miserable. Be sure to blow 
your bad breath or just plain cigar smoke into your 
secretary's face. This helps annoy her, particularly 
if you are afraid of fresh air and refuse to allow a 


the comfort ol 


window to be opened. Unless, of course, it is winter 
time, when fresh air stimulates you and you open 
one directly behind her and thereby cause her great 
physical discomfort. 

While you are at it, grumble continually—especially 
about unimportant things. Point out errors time and 
again so that no one forgets what he did. Never 
smile when you do this. Keep an even disposition— 
always miserable. Always shift the blame for unfin- 
ished work onto your associates, whether true or not. 

Take credit for everything good, willy nilly. Be a 
genuine braggart about anything, from a new car to 
a college education. Forget completely the saying 
that a college education never hurt anyone willing 
to learn something later. Be consistent in talking all 
the time about your many fine attributes and when 
you run out of yours, start in on your wife’s. 

Point out from time to time how long it took you 
to get where you are, and that you are definitely 
against short cuts to success. 


ANNOYING MANNERISMS 


Develop antagonistic personal mannerisms, 1.¢., 
clicking your false teeth, combing dandruff on the 
desk, adjusting your necktie, wheezing continually, 
chewing gum noisily and popping it, picking your 
teeth leaving the toothpick plainly visible, cleaning 
your pipe or making nauseating nasal noises, thus 
causing those with weak stomachs to become ill. 

Alibi out of anything. Develop proficiency in that 
great science of “Alibi-ology.” Insist on winning 


New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatneés. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 
as time. 


DePENdable 


Desk Fountain Pen Set 


Sanitouch 
Moistener 


Capillary-Action 
Handipen Desk Set 


hes 
ot 


Ideal 
Moistener 


Capillary-Action 
Handipen Desk Set 


SELF-CLOSING INKSTAND CO., 112 sengbusch sidg., milwaukee 3, Wis, 
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TRADEMARK REGISTERED 


ac-a-desk 


eat 
lly ’ This Amazing Desk Stabilizer 
ind ° 
ver 
- Makes Typing 
: Easier, Faster! 
ea 
: asier, Faster: 
ing 
‘a No one can be expected to type decently 
me on a wobbly, slanting typewriter plat- 
you form. But with a firm, self-locking Jac-a- 
tel ° 
77 desk, typing becomes 
eS , easier, faster, less ggg $ 450 
a A EAG noisy — mistakes r. 
our , 
ing % F 
an | When you want paper that will 
ail create a smart, lasting impression 
ing | . when you want paper with 


EA 


oid 
AGLE 


snap and crackle — combined with 


fine typing and erasing qualities — 
just say to your stationer, “Give 


me Eagle-A.” 


For letterheads, second sheets, 
onion skins; legal and testimony 
ruled, printed “copy” or manu- 
script covers — the highest quality 
is assured when you specify 
Eagle-A. Always look for this 
famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


“A PAPERS 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 


pands from 16” to 30” 
—high enough to sup- 


ae 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up ina jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. ae 


Je AMERICAN | 
Ye RITING PAPE] 


GONCO MANUFACTURING COMPANY 


— CORPORATION — 
HOLYOKE MASSACHUSETTS | 


1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria $t., Toronto 


1952 


January, 1952 OFFICE MANAGEMENT AND EQUIPMENT 79 


ae : =m ~ iG Se <a et ee SCS ae oe ae ae 2 i Toe eo eae tt. = 
- Seg Pes eee & ih. ; 
¥ 
a 
' ei : m2 5 
é - 4 is be 
. j H ee ay oy 
4 Fad , 5a ; 
| Po | ‘ | 
, | ; | “i 
; ] cay el 
¢ { | : 
% | | F 
7 
nf ; , 
: iP 
4 hod 
£ 4 } 
oe 
4 
x? | 
i. i < 
a i 
‘ i eee 4 
; 
ae } val 
; ae 
| te 
- 
} 4 
ee 
¥ 


The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS, Inc. 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Limited, Toronto 


| 


CONVOY chew-Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side | 
. .. have wax-like texture that” | 
makes drawers slide easily ... “Gam 
are shipped assembled for easy 
installation without tools . . . 
are water resistant — moisture 
will not weaken them. 


145 pounds—or 200 p ds and 
more—are the same to the stand- 
ard letter file drawer in this 
unusual strength test! 


(*} Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


You'll like Convoy quality and CONVOY 
economy. Write today for full y 

information and prices on 14 board 
standard sizes. STORAGE FILES 
CONVOY, INC. ¢ P.O. Station Box, 216-D, Canton 6. Ohio 
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every argument or difference of opinion as if it were 
a matter of life or death. 

Procrastinate wherever possible. Never do today 
what you can do tomorrow or next week. Lie a 
little now and then. Never tell the truth where a 
little lie will do. Remember, there are lies, white 
lies and . « ‘istics! 


Promise anything to get interrupters out of your 
office. Promise anything to keep help. Promise pro- 
motions when you know you will never be able to 
follow through. 


Never wait for a matter to be explained. Antici- 
pate it while the person is trying to tell you. This 
can be a game because it takes much longer this way. 

Interrupt whenever the other person pauses for 
breath. 

Never remember a person’s name particularly if 
you work with him all the time and see him daily. 
Never recognize an employee outside the office. 

Be arrogant. Demand respect. Don’t bother about 
earning it. Be cold and aloof. Never stimulate the 
confidence of employees. Make them feel as if they 
were inturrupting something important or if you were 
doing them quite a favor when they come into your 
office to discuss a problem with you. 

Tell your troubles to anyone, anytime, as long as 
you have an audience—a controlled audience! Dwell 
particularly on the theme “My wife doesn’t under- 
stand me” and extemporize on all your past con- 
quests, naturally successful. 

Dictate letters at 4:55 p.m. and then say “Rush” 
particularly after you have taken two hours for lunch. 
Put extra help on the job to get you ready for that 
important business trip. Never plan ahead, but throw 
the office into a turmoil until you get away. 

Always be late for appointments, as a matter of 
habit. 

Never look anyone in the eye. Just talk to the 
desk, his shoes or yours. By all means, be a practical 
joker, especially when the other fellow is at a real 
disadvantage. 

Take plenty of time to gossip and if there is noth- 
ing to tell, inject a little spice into events by fabri- 
cating. 

Complain about everything from physical discom- 
forts to politics. If any new ideas come up, be sure 
to stifle them; be against them on general principle. 

Never allow an employee to be able to plan any- 
thing whether it be her day off, her vacation, work 
for the day or a picnic. Always leave the office never 
telling anyone where you are going or how long you 
will be gone, because it’s more of a game this way. 
Don’t ever be available to answer the telephone. Lis- 
ten in while you make your secretary tell whoever 
is on the other end that you are not in—then inter- 
rupt! 

Have your secretary do your personal shopping 
and then be sure to criticize. 

Develop prejudices about anything and never 
change your mind. Keep it closed. It’s more sani- 
tary. Let the concrete harden in your head. 

These hints should be a good start toward increas- 
ing your obnoxious characteristics and are certain 
to make you more repulsive to everyone with whom 
you work. 
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PLANT-CITY PUBLIC 
RELATIONS 

The McBee Co., Athens, Ohio, has 
prepared a booklet containing repro- 
ductions of several typical plant-city 
advertisements which it has published 
for several years as part of its public 
relations advertising. McBee uses the 
ads to underscore fundamentals, ex- 
plain problems of business and to as- 
sure employees and townspeople that 


to open our doors 
this morning!” 


is easily inserted, and emerges over a 
flat horizontal plate. At any point the 


operator can read what he has written 
without moving the sheet. When a 
page is fully embossed, the line spacer 
locks. Pages may be accurately re- 
inserted for additions or erasures and 
corrections, 


TODD BRANCH PLANT GOAL SET 

Production sights were raised for 
the Todd Company’s eight branch 
plants at a recent meeting of plant 
managers in Rochester, N. Y. Branch 
plant quota of $7,500,000 for 1952 was 
established at the session, first of its 
kind in several years. Higher produc- 
tion is made possible by addition of 
manufacturing space and equipment, 
the company states. 


The McBee Sy Company 


it knows the pitfalls of business and 
is planning to avoid them. The ads 
point out the firm’s importance to the 
economy of the town and its residents 
and describes the plant’s organization- 
al set-up and operation. 

The advertisement shown here is a 
typical example of the McBee cam- 
paign. Since it is published here in 
reduced form, it should be noted that 
the ad was originally run as a six-col- 
umn, full advertisement. The ads are 
published at the rate of about ten a 
year. 


NEW TYPEWRITER 
FOR THE BLIND 

The Perkins Brailler is the name of 
a new typewriter for the blind de- 
signed by David Abraham and manu- 
factured by Howe Memorial Press, 
Watertown 72, Mass. It is sponsored 
by Perkins Institution and The Ameri- 
can Foundation For the Blind. The 
new machine is suitable for blind 
office workers for memos and notes to 
One another. 

Featuring a compact, portable 
aluminum case and keys molded of 
Tenite plastic, the machine also em- 
bodies a new operating mechanism. It 
has no conventional carriage — the 
only moving part is the Brailling unit 
which carries a small embossing head 
lightly across the page. The unit can 
be returned to the left margin with a 
touch of the finger; line spacing is ac- 
complished by pressing a key. Paper 
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TABLET ARM CHAIR 
that FOLDS 


will make its mark as one of the most 
useful adjuncts to portable seating 


ever devised. 


This FOLDING TABLE ARM CHAIR 


is just the thing for... 


STAFF MEETINGS 
GROUP DISCUSSIONS 
EDUCATIONAL PROGRAMS 


TAKING DICTATION, MINUTES, 


The arm is an integral part 
of the chair—NOT AN AT- 
TACHMENT. It may be ad- 
justed to several positions— 


1) Raised upright to permit 
free ingress and egress. 


2) Completely lowered to the 


side. 
3) Folded flat against the 
seat for compact storage. 


Rubber Feet Prevent Noise 
and Marring of Floors. 


No. 2317-WTA 
Dowty Reinforced 


Wood Arm. Available 
with Seat only or Seat and Back 
upholstered. 


Write Today for Folder, Prices and Delivery. 


a 


CLARIN MFG, | 


CORPAR 


_ 4640 W. Harrison St., Dept. 34, CHICAGO 44, ILL. 
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No USE 
LOOKING, 
OSCAR wae You 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


Eliminate Errors — Save Addressing 
‘ No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
Position to register with only what you want to show on your 


wave HAI Zend us check you are now using and we will submit 
\ sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


nvelopes. d ? 


..» he one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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e 
Handling parts orders 

(From page 29) 
tion. There are also special price cards which are filed 
to indicate the items which are out of stock. When 
these are inserted, the machine types all information 
in the regular manner, then repeats the “Quantity 
Ordered” in the Back-Order column and types zeros in 
the Quantity Shipped column. 

With these cards conveniently filed beside her, the 
operator, with the dealer’s order before her, inserts 
the proper heading card, then the price card for each 
item on the order, noting on the auxiliary keyboard 
the quantity ordered. The information on each card 
is then automatically typed on the order-invoice and 
punched in the transmittal tape, while the second 
typewriter types the pertinent information on the 
pickers’ tags, which are on a sturdy sheet of paper 
perforated to create strips an inch wide and with a 
folded edge to act as reinforcement should the tag 
be attached to the part. The transmittal tape, wound 
on a spool by the machine, is punched with informa- 
tion from the heading card as well as the price card 
and is mailed to the regional control point concerned, 
where it is returned to keypunch inventory control 
cards by means of a Tape-to-Card Punch. 

Under the earlier method, information on the deal- 
er’s regular printed monthly order pad had to be 
checked and manually inserted as follows: 

Dealer’s car division 

Sales zone 

Dealer’s code number 

Terms 

Class of purchaser 

Normal transportation routing 

Prepaid or collect 

Scheduled shipping date 

In addition, for each item ordered, the following 
had to be checked and inserted manually on the or- 
der: 

Warehousing classification code 

Car division code 

Stockroom bin location 

Prices 

Adjusting quantity ordered to unit package multi- 

ples ; 

Indicate shortage items to be backordered 

Further, the following operations were performed 
manually for each item on the order: 

Typing 

Keypunching 

Verification 

With the Cardatype method, all these operations 
are greatly simplified, so that now the only checking 
the order pads receive is the insertion of the scheduled 
shipping date and whether transportation charges are 
to be collect or prepaid. All of the balance is auto- 
matically written when the operator inserts the head- 
ing card for each item. Another “dividend” on the 
Cardatype operation is the printing of plainly legible 
pickers’ tags on perforated heavy stock, whereas un- 
der the former method a faintly printed carbon often 
resulted, on paper which had to be sheared into strips 
before the pickers could assemble the order. 


(To page 85) 
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More Sales Features— 
More Sales 


Led by architects and office planners 
the trend is to Office Valet wardrobe 
equipment. By keeping wraps dry, aired 
and open to germ killing light this 
modern steel equipment helps prevent 
spread of epidemics and resulting ab- 
senteeism. Keeps wraps "in press," helps 
employee morale, saves floor space, fits 
in anywhere, ends locker room evils. 


Widely advertised in general busi- 
ness, institutional and trade magazines 
this line offers an almost unlimited op- 
portunity for profitable sales to offices, 
factories, schools and institutions. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


For ANY Size 


MODEL 40 


$44.50 


(Fed. tax and Supplies 
extra) 


How to Solve Addressing Problems 


No matter what size mailing list you have, there’s a 
MASTER ADDRESSER to fit your needs and your 
budget. With this system anyone in your office can 
address envelopes, cards, folders, catalogs—with speed 
and ease. Low cost, pre-spaced Master Tape easily 
prepared on a typewriter right in your own office. Three 
models to choose from—a type for any mailing list 
requirement. 


No Stencil @ No Plates © No Ribbons @ No Ink 


Ask your office supply dealer 
or write for literature 


fladier rhtdrewee C2 


q 6500-M West Lake Street, Minneapolis 16, Minn. 


| 


VANGUARD steex 


STORAGE FILES are available 


will serve 
as an 
active file. 


OUuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 
2. Four rollers for ease of operation. 
3. Index guide rod with brass knob. 
4. Positive and simple stacking provisions. 
5. Self-locking follower available. 
Available in both a beautiful Hammerloid 
Gray or Office Green oven baked finish. A Beuoty omnes 
LETTER AND LEGAL SIZES emend 
See your local dealer or, write us direct 
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KEE ]Ox, 


Kee lectric 
— Carbon Paper 


The Combination 
fect sheet of Carbon for this 


extra hard use. 


age 
Send for samples. 
tion whatever. 


KEE-LECTRIC 


A NEW CARBON PAPER 


Astonishing Wear with 


ELECTRIC MACHINES 


Regular Carbons have been 
wasteful when used on Electro- 
matics or machines with a sharp 
electric snap stroke. 


The NEW Kee-Lectric Carbon is 
built up with Tissue Specially 
made for the above machines 
then coated with a New Scienti- 
tific coating for wear and clean- 
liness. 


ives a per- 
The percent- 


of saving is surprising. 
No obliga- 


KEE LOX MANUFACTURING CO. 
Rochester 1, N. Y., U. S. A. 


Branches in Most Cities 


A Few Districts in Foreign Countries Still Open 
for Exclusive Distribution 


(------------------= 


Kee Lox Mfg. Co. OME 


Rochester |, N. Y., U.S. A. 


Yes, Please send Free Samples of Kee-Lectric carbon. No obligation. 
Size used: 
Firm: 


Address: 


cade slig RK Al onsen pal aNeAT PE NE ME! = 
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Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


Preferred in 
modern offices 
everywhere 


Rm PIONEERS and PACESETTERS FOR A QUARTER CENTURY 


AMRrarow FASTENER [0../nc. 


ONE JUNIUS STREET BROOKLYN 12, N Y 


REDUCE TYPING costs 
MASTER 


SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro- 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers like them 
for these spring keys cushion the 
fingers, accelerate typebars, and lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes. Im- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 

See your typewriter or office supply dealer or send direct for a 
FREE ONE WEEK TRIAL. 


SPEED KEY CORPORATION 7orcuive 33,n. ¥. 


THE DIXON FASTENER 


HAS A HOLE THROUGH ITS CENTER 


(© 


All brass Dixon Fasteners give sheets 

metal protection at the binder hole ng . 

stop tearing and wear. The thin 

curved design holds quantities of 

sheets he ~ or out the binder. 

Packa 24 to envelope. 20 envel- 
- carton. Also 100 to box and 

boxes to the carton. 


Send for Free Sample 
Manufacturing Division 


DIXON RESEARCH, INC. | 


ROCKFORD, ILLINOIS 


WITHOUT REMOVING FASTENER, SECTIONS 
OF SHEETS GO IN RING OR POST BINDER 


aes ie a 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale Or To Buy 


VARITYPERS: SAVINGS TO 60%. 1945-51 Models. Top Condition. 
IBM (new type) PSM. rebuilt warranted. (Trade-in prices substantially 
best on your idle etc. equipment.) Adddressing, Duplicating, Mailing 
Machines. OR 4-8765. Adamm Co., 250 3rd Ave., N. Y. 


ADDING MACHINES, TYPEWRITERS, al! makes- both Rough & 


Reconditioned. Special prices to Dealers. Eskay, 718 Flushing Ave., 
Brooklyn, N. Y. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand visible 
cabinets, wood and steel. Addressograph Cabinets and trays; Ledger 
Trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this gusipment. Universal Office < "ee Co., Inc., 
#7 Waverly Place, New York 3, N. Y. GRamercy 3-3741. 


WANTED—ALL MAKES Office Machines, Filing Equipment, Furni- 
ture, Kardex, Acme Post index. Will pay more than trade-in allowances. 
Write, Wire, Phone Sd 6-2054. National Office Equipment Co., 487 
Broadway, N. Y. 13, =. 


Representation Wanted 


SALES REPRESENTATIVES WANTED—Want aggressive representa- 
tives now contacting stationers, office equipment & business machines 
dealers. Exclusive territories available in Mid-West, South-West and 
Pacific Coast. Supplement your present lines by representing nationally- 
known manufacturer of fast-selling, non-competitive office-machine and 
complete line of carbon papers. inked ribbons, hectograph, stencils, and 
inks. Nationally advertised. Will require 25% to 50% of your time. 
Representatives in other territories earning over $10,000 per year. Give 
details of products now handling in first letter, also list of states which 
you can adequately cover. Sales Manager, 2339 Cotner Avenue, Los 
Angeles 64, Calif. 


SIDE LINE SALESMAN to cover stationery trade, etc., in several 


states. Repeat profitable opportunity. Arco Rubber Bands. Alliance 
Rubber Co., Slidell, La. 


Position Wanted 


TRAINED WRITER. Young man, 26, college graduate with newspaper 
reporting and editing experience, seeks position in office. Can prepare 
reports, manuals, house rales any writing, research or com- 
pilation work. Box O.M. 


Position Open 


ASSISTANT DIRECTOR OF SALES EDUCATION WANTED. 
Medium-sized Corporation with extensive national direct sales and dealer 
outlets has excellent position open for a mature sales executive well 
versed and trained in training data and techniques. This new important 
position offers many opportunities for advancement in the corporation’s 
expanding sales organization. Send complete resume and salary require- 
ments. Reply Office Management and Equipment Co., O.M. 115. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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(From page 82) 


Furthermore, the new method eliminates the neces- 
sity for fast, accurate typists. Instead, a new operator 
after preliminary instruction and a morning’s prac- 
tice can by afternoon write orders at the machine’s 
automatic speed of 600 characters per minute. In 
the case of the Tape-to-Card Punch, verification is 
eliminated and the average daily rate of card produc- 
tion is 750 to 800 cards per hour, with one operator 
attending two or three machines, compared with an 
average of 450 cards punched per hour under the 
former method, with an operator at each machine— 
followed by verification at a second machine. 


e a e 
Office visitors 

(From page 31) 
the practice that is most general consists of real atten- 
tion to personal comfort; good seating, ventilation, 
and reading matter; interviews with subsidiary per- 
sons on matters of interest while waiting; prompt and 
responsible announcement and follow-up for calls in 
correct sequence; accuracy in the reporting of names 
and connections, cheerfulness, respect and alertness; 
and some conversation, but not too much! 

The new relaxed spirit of ease and hospitality, the 
attractiveness of surroundings, and the general gra- 
ciousness of attitude marks a really important mile- 
stone in American business. Foreign business men 
frankly gasp at it when visiting here, for most foreign 
business houses are still where America was in the 
Eighties, and make of every visitor a suspect and an 
intruder, unless he is “piped in” under the highest 
auspices, like a visiting Admiral! 

Many foreigners often fail to see the relationship 
between our American policies and our industrial 
miracles; but there is a relationship. It renders new, 
good ideas as catching in the open, free office air as 
measles in a crowded school, instead of enforcing an 
aseptic isolation which is a form of business death. 


Opening of the new AMA Management Center adjacent 
to the American Management Association’s offices on the 
llth floor of the McGraw-Hill Building, New York City, 
marks the beginning of a greatly expanded program of 
executive training through workshop seminars, the Asso- 
ciation has announced. Two new types of seminars, to 
be known as “multiple-unit” seminars and “advanced study” 
seminars are to be held, and more than 200 of all types 
are scheduled for the 1951-52 season, as against 145 in the 
past two years. Only out-of-town seminars are to be held 
in hotels as before; all others will meet in the Center. 

In the past the seminars, which are small discussion 
groups for training in particular phases of management, 
have all been of the “single-unit” type. That is, each group 
has met only for three consecutive days. Seminars of this 
kind will be continued, but a number of others will meet 
for two or three three-day sessions during the year. 

In the case of the “multiple-unit” seminars, subjects will 
be developed progressively. For example, a seminar on 
“Effective Training in the Office,” met October 31-Novem- 
ber 2 to discuss “Fundamentals of Supervisory Training” 
and another will meet February 6-8 to study “Training 
Techniques for the Rank and File.’ Another on “Col- 
lective Bargaining Factors and Contract Administration,” 
discussed “New Developments in Collective Bargaining” 
November 28-30. “Planning and Conducting the Negotia- 
tions,” will be discussed January 23-25 and “Day-by-Day 
Administration of the Contract,” April 23-25. 
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A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atianta 6, Georgia 


SALESMEN 
e 1952 1890 


Different? — Yes — but 
exactly alike in their : 
dependence upon 


BEACH'S 
“COMMON SENSE” | / i 
EXPENSE BOOKS |; 


as. 


to keep track of their 
traveling expenses. 


pach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


Are Your Guide Tabs 
BROKEN? Cut them off and A= 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement, 
Large openings covered by transparent 
— white, blue, green, yellow, 
Eneertabi tab Is in perforated strips for typing 
se e els in ora strips for b 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 


CHAS. S. SMITH, Manufacturer, Box 816, EXETER, NEBR. 


51 


$4.00 per doz. 
~ Durilium Point 
@ Always Sharp 
@ Feels Sharp @ Stays Sharp 


ss FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, II! 
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e Sicher nicht! (Certainly not!) From Wilhelm Tell 
to Zurich belle, every Swiss will spot a good bet 
yards away! Best eraser bet—Weldon Roberts. 
Jawohl! They correct mistakes in any language! 


121 ELLIPTIC. Soft, gray eraser 
in handy elliptical shape for 
pencil and ink erasures on all 
types of work; typing, account- 
ing, drafting, hand-writing. 


340 CORAL PINK. 
Soft, pink, pencil 
eraser in immensely 
popular “stubby,” dou- 
ble-beveled shape. A 
highly versatile eraser 
for general office and 
drafting room use. 


Like the never-miss Swiss. you can’t miss either, when 
you ask your stationer for these world’s foremost erasers. 


WELDON ROBERTS RUBBER CO. 


World's Foremost Eraser Specialists 


6th Ave. and No. 13th St. Newark 7, N. J. 
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Why I gave the largest order to Bill 


Visiting Bill's company for the first time, I was impressed by his office. There was 
an air of organization. The place radiated quiet efficiency. He had the figures 
we needed right at his fingertips. I could tell . . . just by looking at his desk... 
that the big things would get done because the little things were efficiently 
handled. 

It added up to a clear picture of the kind of man I wanted to do business with. 
That's why I put the largest order on Bill's desk. 


Ww * 


"Y and E” makes office equipment that's such an important part of this picture. 

Sit down in the visitor's chair in your own office. Would your desk and office 
invite the largest order? 

"Y and E” equipment is both attractive and efficient. It helps the executive sell 
himself. . . get the order . . . get things done. 

"Y and E” equipment is designed for success. 


AY " Also Makers of Quality Filing peers and Sunnligg 


te i A a [y GY 
LS THE NATION: s = 


LEAGING OFFICES 


“INGE 1880 


If delivery on your 
order for “Y and E” 


equipment is de- 
layed, you may be 
sure we're doing our 
best to overcome the 
problem as quickly 
as steel shortage 
permits. 


Ce 


NEUTRA-TONE 
GRAY 


YAWMAN > FRBE MFG.(. 


1045 JAY STREET + ROCHESTER 3,N.Y., U.S.A. 
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Underwood Corporation's sensationally 


new extra, extra durable and economical 


TOPPER BRAND Pencil Carbon 


Get a demonstration Today! 


Here’s another big first for Underwood 
Corporation .. . TOPPER BRAND 
Pencil Carbon! 

It’s entirely new— made from a new 
and revolutionary process. 

Wherever pencil carbons are used for 
duplicate copies...such as printers 
forms, register rolls, order books... 
the outstanding durability and other 
superior qualities of Underwood Cor- 
poration’s new TOPPER BRAND Pencil 
Carbon will give all-round satisfaction. 

You'll want all the advantages of 
the following TOPPER features: 


Absolutely non-tack. Non-curl. Im- 
proved sharpness. Increased legibility. 


Instant setting. Quick drying. No 
offset. No smudge. No smear. 


And how the users will appreciate its 
super cleanliness! 


You can obtain TOPPER BRAND Pencil 
Carbon in black, blue and p® DIO... 
in standard weight, 10lb and 14 lb 
weights. 


Ask your supplier for a demonstra- 
tion...or call your nearest Underwood 
Corporation office. 
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